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CREATING AND MANAGING SOURCING PROJECTS
Sourcing Project Module

Sourcing Project Module

Overview
The Sourcing Project module allows the Purchasing Department to create and manage
sourcing projects that include all or parts of the following:

= Generating the project (team, currencies, project milestones, documentation,
etc.)

= Gathering requirements

= Selecting the suppliers

= Setting up the RFx

= Following up and analyzing responses

= Conducting further negotiations and/or a reverse auction (when the module is
included in the solution)

= Awarding lots

= Signing contracts, updating catalog pricing, and/or updating initial purchase
requisition

= Evaluating the suppliers

The steps of a sourcing project are determined by the type of sourcing project (refer to
Sourcing Project type, page 13).

Accessing the Sourcing Project module

Select the Sourcing / Browse Sourcing Projects menu. A list of your Sourcing Projects
displays.

Getting Familiar With the List of Sourcing Projects

The Browse Sourcing Projects page is a search page, and includes:

1]
(2]

Search filters

Search results

@ Action bar
~ Browse Sourcing Projects 10 Reg. Q¥
v Filter
Hmywords : widvanced search | TR = Stags - — - Limit t= my z=ops
Type v Ix 2 tamglats ©
Commasiy - -] Onty Taverite supsliers :
Suppier - B o)
aztizn glan - B
Type b Manager b Commodity b Opening date b Steps
x 4 for sutsits szrsulting ard sales Strategic Sourging [4 steg)  ADMIN Faul T - Telezzm [1]2] 3] 2] 5]e] 7]=] 2]
x in Janary Tims & Matsrizis ADMIN Paul Caorsultancy/Reparts [1]2] 3] 4] 5]6] 7] 5]
x 2rag=mant 2nd gizpoeal Simple Seursing project oou Wasts managamant [1]2.1] 22] 23] 3.0]3.1]
x Laptzps Strategic Sourcing (4 st=g) O DU Laptops [1]2] 3] 2] 5[e] 7]=] 2]
x B Elastrariz smmpararts Strategic Soursing (4 steg) O DU Elactrariz compzrents [1]2] 3] 2] 5]e] 7]=] 2]
X # 2 | "E-Bchats” 2013 Trase Show Bosth Strategic Soursing (4 =t=p) O DU Marksting zer, [1]2] 3] 4] 5]6] 7]2] 9]
x| RFx tamplatez RFx tamgplats cro Correstors @J [0] rin] 2]
x| I Corsulting Ergirmsrs for Purshasing Information System Degloymart S=ryics purchass oou m [1]2] 3] 4] 5]6] 7] 5]
X | #|E Mztzrzyzie Flast Simple Szurzing projest QRTHLIEE Barsil | Maotzreysies B Seastare EEEBEE
% | # |BPMODOO1L | Office Furmiturs Strategic Sourcing (4 steg) D KD Offiz= furniturs S/18/2011 [1]2] 3] 2] 5[e] 7]=] 2]
40 Rasuit(z) = Pravisus page123
Suyer gzmz vE.120 T @ T ——

© 2018 Ivalua. All rights reserved. Confidential.

11




CREATING AND MANAGING SOURCING PROJECTS
Sourcing Project Module

Search Filters

This section allows you to refine your search according to various characteristics of the
projects.

Search Results
This is the list of projects compatible to the specifics entered in the search field entry.

The following table maps the search results:

Column Description

Right-click on the upper Access to the following functions

right corner of the list ) .
= Show/Hide column: allows you to select the specific columns you want to

display

= Export to Excel Format: allows you to output the list so it can be shared with
others (including both shown and hidden columns)

» Delete project (You will be prompted to confirm the action)
rd Open the selected project
Code Identifies the project (sourcing project prefix + number)

Sourcing project prefix is a parameter that can be changed by the administrator

Name Labelling of the Project

Type Different project types have different steps and values

Manager Project owner

Commodity The kinds of products/services being sourced

Opening date Bid open date of the project

Status Visual indicator of the progress of your project by stages
Action Bar

Button Description

Generate a new sourcing project.

Create new sourcing project ) .
(refer to: Creating a blank project, page 21)

Allows you to create a new project by duplication of an existing one.

Duplicate a project ) . .
(refer to: Creating a new project by duplication, page 22)

Searching for Sourcing Projects

The search section allows you to enter specific fields in order to filter your project search.
These filters help you to narrow your search to a specific project or group of projects that
contain certain similarities.

1. Define your search criteria by selecting the appropriate filters.

2. Click on Search to start. Results matching your search specifications will be in the
Result list.
To cancel your filters and get back to the original setting, click on Reset.

© 2018 Ivalua. All rights reserved. Confidential. 12



CREATING AND MANAGING SOURCING PROJECTS
Sourcing Project Module

Opening a Project
1. Go to Browse Sourcing Projects screen, search for a Sourcing Project.
2. Click on the project’s label or its icon Modify # . The project will open.

Elements of a Project

The screen is broken down into 3 parts:
= Left side: project steps
= Center: content of the selected step of the project
= Right side: (depending on configuration) each step can also include additional
tools (Progress, Tasks, Documents, Comments)
To display a particular step of a project, click on its name on the Left side of the screen.

~ Office Furniture - Gather Suppliers 10 Req. Y Qo ol
- Project steps

ERay Ty -]
=nal .ty -]
= v 420

Initisl Initisl end  Initisl
Typed Description ) Deleguted to ) begin dste  yatey el Brogress) Statush
v

4ri0racid 41072084 e

ooooo oofgo
ﬁ

4142004 41572014 100/0

Buyer Gamo v8.120 © [Bisive | Ertroct supotier st

\ J\- AN J
Y Y Y

Steps Selected step Additional tools for the selected
information step

(Status, Tasks, Documents,
Comments)

Sourcing Project Types
IVALUA can manage various Sourcing Project types.

The Sourcing Project type determines the specific steps and their order in the Sourcing
Project. It is a template for the overall Sourcing Process that the entire organization can
use as a starting point for organizing their sourcing projects.

Authorization for access of certain Sourcing Project types can be granted based on user’s
profile.

Authorized user profiles have the ability to change the type of a Sourcing Project at any
time.

© 2018 Ivalua. All rights reserved. Confidential. 13



CREATING AND MANAGING SOURCING PROJECTS
Sourcing Project Module

Different Steps of a Sourcing Project

The following is a brief description of the different sourcing project steps:

Step

Description

Set up Project

Set up Team

Discussion
Forum

Set up
Currencies

Project
Schedule

Set up
Documents

Requirements

Gather
Suppliers

Prepare RFx

View RFx
activity

Questionnaire
answers

Analyze &
Award

Reverse
Auctions

Synthesis

Contains the information that defines major characteristics of the Sourcing Project: name,
type, purchasing category, scope, etc.

View/select the user contacts associated to the Sourcing Project and their respective roles

Offers a message forum, allowing all participants to ask/answer questions or share other
information

Select the reference currency for the Sourcing Project and the allowed bidding currencies

Shows milestone forecast of the project. This allows for a better follow-up and side to side
comparison between forecast vs. actual schedule

Link different documents to the project (general, specific or related to the project)

Conduct an internal survey for the needs of the projects

Identify suppliers that may be invited to bid

Define and send a complex request including for item quotes (RFP) and for questions (RFI).

After sending a RFx, you can track supplier go to this step to:
= Track suppliers’ bidding activity

= Track the evaluation of suppliers’ answers to the questionnaire

Review and score questionnaire answers

Conduct an in-depth analysis of supplier proposals

= Decide to pursue negotiations with a new round of RFx or by organizing a reverse
auction

= Decide to award contracts using scenario and decision-support tools

Move shortlisted suppliers to a reverse auction event (create a reverse auction, define
options, and track auctions in progress). When auctions are created in a project, the Auction
step presents a list of auctions linked to the project.

View a summary of the sourcing project’'s outcome

Savings results are presented by lot and item (calculated based on the award price and the
target price input on the Items tab of the RFx).

This step also includes a summary of the amounts awarded by supplier and allows for the
user to notify suppliers who have not been awarded.

© 2018 Ivalua. All rights reserved. Confidential. 14



CREATING AND MANAGING SOURCING PROJECTS
Sourcing Project Module

Additional Tools Associated With the Steps of a Sourcing Project

Depending on your settings the steps of the sourcing project may have a panel of
additional tools. The panel can be reduced or expanded using an icon & (or +2).
If you have this panel it will be on the right of the screen and includes these tools:

= Tasks

= Documents

= Comments and file attachments

2
Edit Hhi= ek
Code= - TS - Subject - (Gather Suppli=rs -
Typ= o | Action L Siatus - L
Manager - | O OU L Lmigred to - L

Par=nt tazk :
Previcws tazk -

Previsicnal Work Load :

Person-days

Proce=s Step -
Proc c
rogre=s :

R=al Updated load :

Gather Supplizrs ¥
o

Person-days

Initial b=gin - [5/27/2014 | * Updated =nd : [5r31/2014 | "
Updat=d b=gin : [5/29/2014 |HE Updated =rd © [5/2/2014 |
Bictual begin : e Bctual =nd : e
Dr==cription
A
* | Sub-tashks
Initial | Initial | puge
Type b Description b Delegated to b begin end date |0 Progress b Stabus b
date ]

L E Bction [d=ntify ne=w vendors | Benoit ORTHLES | 572772014 | 57272014 Dome= (%)

1 Result{=])

* | Add & comment

Comment : SmmEn o m

Filz attachment : =n ¥
= Document O
Title ¥k Date ¥ File
Suppli=r S=lection, Be=t Practioss | 4/2/2014 e

1 Result{=)

This section of the manual describes these tools and their use.
15
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CREATING AND MANAGING SOURCING PROJECTS
Sourcing Project Module

Managing Step-Linked Tasks

Principles

For each Sourcing Project’s step that has the tools panel enabled, you have the ability to
define a main task, representing the step itself, as well as related sub-tasks.

Step tasks can be created and managed directly in the relevant step, or else in the
Project Schedule step, which contains the overall Sourcing Project’s schedule. Whenever
tasks are edited in the step they relate to, modifications are automatically mirrored in the
overall schedule, and vice versa.

Creating Tasks and Sub-Tasks

If a step’s main task has not yet been created, the right pane will include a button labeled
Add a task for this step. Use this button to create the step’s main task.

Add a task for this step

= Document @

Title ¥ Date b File
Supplier
Selection

! f24
et 4/2/2014 | dm)
Practices

1 Result(s)

Once the main task is created, a button allowing you to create sub-tasks will become

available.
.
Edit thix el
Code - T L Subject : [Gather Suppli=rs -
Typ= o | fction L Siatus - L
Manager - | 0 DU Ll Lmigred to - T
Cmrmrt tamk - L Proce=s Step : | Gather Suppli=rs r
Previcus tazk : ¥ Prospre==s, : T
Previsional Work Load - Person-days R=al Updated load : Person-days
Initial begin - |S/37/2014 |3 " Updat=d =nd : 573172014  |j68 ™
Updiatad Begin it Updated =nd : |5/3/2014 |
Bictual Begin - e Actual=nd HE
De==cription
A
*  Sub-tashks
Initial | fnitial | s
Typek Description b Delegated to b begin end date  |aa, Progress b Status b
darbe b ]
® | & | BEE | Action Id=ntify mew vendors| Benoit ORTHLIES | 5/27/2014 | 5/27/2014 Dione %)

1 Result{=)
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CREATING AND MANAGING SOURCING PROJECTS
Sourcing Project Module

Editing Tasks and Sub-Tasks

The main settings of a task can be accessed directly in the step’s additional tools pane.

To access all the task’s settings, click the button Edit this task.

Access all the task settings Main task settings
s |
Code : r* Sujet : Fournisseurs =
Type :| Action v [k Statut : v
Responsable : ¥ [ Affecte 2 : v
Tache parent : v Etape Affaire :| Fournisseurs ¥
Tache précédents : v Avancement ¢ I—‘,‘n
Charge prévisicnnelle : I_j.h Charge réells : I_j.h
Debut prévisionnel ; mm * Fin prévisionnelle : mm *
Debut reactualise I—E Fin réeactualisee ; I—E
Debut réel : mm Fin réelle : mm

Description

To edit a sub-task, click its Edit # icon.

= Sous-tiches

Typel Description b Responsable ¢

- 4 @ Action Identifier un second acteur sur le marche (DU O

i Reésultat(s)

See also

For further information on the Sourcing Project’s overall schedule, and on how to create
and manage tasks, see PROJECT SCHEDULE Step, page 38)

© 2018 Ivalua. All rights reserved. Confidential. 17



CREATING AND MANAGING SOURCING PROJECTS
Sourcing Project Module

Viewing Knowledge Base documents Linked to a Step

The Documents section lists documents that are specifically linked to the step.

This material is made available to users collaborating on the Sourcing Project.

Click the document title or any attachment to open it.

These documents are Knowledge Base documents that have been linked to the step via
the document management feature by the Administrator (Admin / Document Management
menu). They are linked at template level, and not to the Sourcing Project itself, meaning
that a document linked to a step will display in that step, regardless of the Sourcing
Project you're looking at.

2

Edit thizs ek

Manager :
Pament taxk :
Previcus ta=k :

Previzicnal Work Load -

Bction L

O DU Ll

Parzon-days

Suibject :

Status :

Besigmed o -

¥ Proce=s Step :
Progre=s :

Rmal Updated load :

Gather Suppli=rs
v

L
Gather Suppli=rs T
%%

Perzon-days

Initial begin @ [5/37/2014  |B6 " Updated mrd = 57312014 |58 "
Updat=d begin : [5/20/2014 | Updated and : |5/2/3014 e
Bectual] Begin - E“ Bctual =nd - ?
De==cription
o~
* Sub-tashks
Initial | Initial | gl
Typer Description k Delegated to b begin end dete | o.d b Progress b Status ¥
date ¥ ¥
| | Bction de=ntily me=w vendors | B=noit ORTHLIES | 5/27,/2014 | 5/27/2014 Do (%)
1 Rmmult]=)
* | Add & comment
Comment : I m
Filz attschmeant : L Add Docurnmment
= Document O
Title ¥ Dt ¢ File
Suppli=r Salection, G==t Practic== 4/2/2014 frer)
1 Result(=)
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CREATING AND MANAGING SOURCING PROJECTS
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Inserting Comments or Attachments

The Add a comment is displayed like a blog, with a section for text entry (Comments tab)
and another for attaching files (click Add document to locate and attach files). Click

Save to post your comments and files.

Existing comments can be edited () or deleted (*) by the commenter.

Edit thix el

Type - | Action Ll
Managsr - | O DU L

Par=nt tazk :
Previcus tazk :

Previsional Work Load - Person-days

Subject : [Gather Suppli=rs
States - T
Pe=igned o : T

Process Step : | Gather Supplie=s ¥
Progress : ]

R=al Updated load : Person-days

Initial begin - [S/27/2014 - Updated and : [5/31/2014 i: -
Updat=d begin - |5/ 2572014 Updated =md : |52/ 2014 E
Bctual begin : Bctual =nd : e
De==cription
A
* | Sub-tasks
Initial | Initial | s
Typek Description b Delegated to b begin end date  |aa, Progress b Status b
date b b
| A | e | Action Jentify mew vendors | Benoit ORTHLUEE | 5/27/2014 | 5/27/2014 Done= (%)
1 Result{=)
* Add a comment
Comment : | Comment e m
Filz attachmeant : O Add Docurment
By & DE, At 4
Plzaz= peruss the attach=ment.
| EN - Documenit, pd?
19
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CREATING AND MANAGING SOURCING PROJECTS
Sourcing Project Module

Status of SourcingProjects’ steps
The status of steps helps you better visualize the progress of a Sourcing Project.

Step status is materialized by a color code:

- Done
. In progress
|:| Not started

It is used:
= Inthe Sourcing Project

L4 ~ Ewenementiel / Stand salon "E-Achats" 2013 - Infos générales

~ Etapes de |"afaire

I-fos w & h
- Détail de | affsine

Cede : EPMOODOSZ
Typs : | Consultation v

Ertité principalz - |G 58

Date douverturs = [7704/2013 o~
Pepet: [

\ Ertitds sorczrmbes - | =l

+ Créd par
Créé par 0 DU = 17/04/ 3.
Modifié par O DU l= 1 2

= In the list of Sourcing Projects

B - Arfaires 202 Y Qg i
~ Filtres
Mots s - b Recharchs avancés
Typ= - ¥ | Utimateer: '—= Famills - l—= Sélmction restreicts & mon périmites ¢
Type b Respansabled  Femille b Date ouvertures  Statut
x Cansultatizn oou Fikzes dlmcirzrizies 1870472013 [1]2] 3] ] s]e]7]e] 9]
® Corsultation o DU Frestations Marketing 17/04/2013 [1]2]=] 2] 5[e]7]=] o]
x € Ho Correstors o o1z [1]2]
* S'zuvrage mize =r seuvre STachats  Brasts. intalactoslles (Faefait) O DU Infzrmatigue 26/01/2012 [1]2] 2] ] s[e]7]s]
® =F /2011 &0 Smple ORTHLIZS Sencit | Deux roves 12/10/2011 [1]2] 3] ¢] 5 €]
% | # EPMODDDLY Corsultstion bursaus Censultation D KD Foumitures =t matiers 0= bursaw | 18/05/2011 [1]2] 2] ¢] s[e]7]=] 9]
35 Rdmuiat(z) << Page prictfanl= 123

|

If you hover over a step icon, the name of the step is shown. Clicking on it will
take you directly to that step inside the sourcing project.

The status of a step is determined by the status of the tasks that relate to it:
= If all the tasks linked to a step have a Done status, then the step’s status will
move to Done (green)
= If at least one of the tasks has the status In progress or Done, then the step
will change to In progress (orange)
= In all other cases, the step has no status (gray)

Workflows Attached to Sourcing Projects’ Steps

Depending on the requirements of each company, it is possible to associate a specific
workflow with each Sourcing Project’s step (configuration) and to have the workflow vary
based on the project’s main organization.
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Creating a Sourcing Project

Overview

Depending on the context, you may:
= Create a blank project
= Create a new project by copying an existing project
= Create a sourcing project from a selection of catalog items
= Create a new sourcing project from a purchase requisition

Creating a Blank Project

1. Select the menu Sourcing / Create Sourcing project

Alternative:  Go to the Browse Sourcing Projects page and click on the button Create a
New Sourcing Project

A new Sourcing Project creation form is shown:

n ~  Create new Sourcing process 11 Req. Q*g
* Project Steps
- Process
Code : Name : *
Type : v [E Status : | In progress ¥
Main organization : (Orsay B"‘ Main commedity ¢ (1 - IT - Tele:omn*
Opening date : |6/4/2014 E* Scheduled deployment date : HH
Project : B Associated action : B
Involved entities : B Other commodities : B
= Information Is a template :
Buyer demo v8.124 & Elsave

Your organization is automatically entered according to your default organization.
2. Enter the fields as necessary. Mandatory fields are:
= Project Name
= Project Type
= Main commodity which is the commaodity family of this Sourcing Project
= Main organization (if not already automatically entered)
= Opening date (defaulting to the current date)

Note: The scope (defined by the commodity and organization) defines the access rights of
different users who may refer to this Sourcing Project. The scope also defaults into
searches later in the process (for possible suppliers or documents, for example).

3. Click on the Save button and the Sourcing Project is now in Progress.
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Creating a New Sourcing Project by Copying a Previous Project

1. Access the Sourcing / Browse Sourcing Projects menu.

2. On the Browse screen, click on the Duplicate a project button on the action bar at
the bottom of the screen.
The Create a Process by copy window pops up:

=
Create a process by copy | — -1 ]

Duplication

Process to duplicate H*

- ]

3. Inthe Process to duplicate field, type few letters of the Project name of the Sourcing
Project you wish to copy. Alternatively, click on the Selector button [ to perform a
more detailed search for the Sourcing Project you wish to copy.

Once selected, a Duplication area is shown which allows you to pick the specific
areas of the Sourcing Project to copy.

=
Create a process by copy = 0 x

Duplication

Process to duplicate ¢ |Laptops !*

w Duplication

Choose what to copy from selected process

Data Keep unchanged Copy and add

Gen. Info.
Team
Schedule
Suppliers
RFx
Auctions

Copy and close
.y

4. For each area, choose whether you wish to Copy and add to your new project or to
not copy (Keep unchanged)

5. Click the Copy and close button
A summary of the elements to be copied is displayed for your final approval:

Warning x

Do you rezlly want to apply these changes ?

+ 5 team members vill be added.
+ 7 tasks will be added.

« 2 suppliers will be added.

+ 3 RFx vill be added.

+ 1 auctions will be added.

6. Click Continue to confirm.
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Creating a New Sourcing Project (RFP) From a Selection of Catalog Items or From a Purchase
Requisition

Accessing Sourcing Project Creation From the Catalog

This feature allows renegotiating the price of a selection of catalog items by creating a

request for proposal directly from the catalog.

1. Access the IVALUA catalog.

2. Locate the items you wish to include in the RFx and select their checkbox. You can
also specify the quantities to be sourced so that they can be reflected in the Items
tab of the RFx. In like manner, tiered-pricing schemes will be taken into account for
setting item reference prices of RFx items (if the quotation grid includes a reference
price).

3. Click the button Other actions > Spot Bid Selected Items.

The RFP Creation page will display.

~ RFP Creation 10 Req. W Q o im
= Process header = Supplier @
= |Specify Existing or New Sourcing Project @ *OFFICE DEPOT INC
Add to Existing Sourcing Process? (select below or skip and fill in the Project Setup information for a new project]
Sourcing process name @ |Spot Bid (4/3/2014) * Commodity :

%201 - Office supplies

Sourcing process type @ | Simple Sourcing project ¥ ¢ Organization :

®xgrsm - Orsay

v

RFx type : | Request for Info and Quote ¥ | Currency
*USD
* Items
Ref. / Label} Label? Supplier } Quantity} Unith Unit price} Tax) Total (tax excl.)} Currencyl
Office Depot® Brand Copy Paper, 8 1/2" x 11", 20-Lb, 500 Sheets OFFICE DEFOT
ol Per Rezm, Case Of 10 Reams me 1.00Box 4393 43.99|US Dollar
- Bandaflex®@ Poly Expanding File Jackats, Letter Size, Assortad Colors, OFFICE DEFOT - - e ——
Pack OF 10
¥erox® Multipurpose Color Paper, 8 1/2" x 11", 20 Lb, 30% OFFICE DEPOT
# Recycled, Yellow, Ream Of 500 Sheets NC 1.00|Each .28 9.28|US Dollar
3 Result(s)

= Estimated Value

Amount (tax excl.) :66.67USD
Amount (taxincl.) :66.67USD

Buyer demo vE.120 @ m

Items to be sourced can be added to a new Sourcing Project or to an existing one.

Accessing Sourcing Project Creation From a Purchase Requisition

This feature allows creating an RFx directly from a purchase requisition in order to put a
price on non-catalog items or to obtain a better price than the one currently praticed, for
instance.

To do so: In your purchase requisition, click the button Other actions > Spot Bid. The
RFP Creation page will display.

Adding the Selected Items to a New Sourcing Project
1. Select the type of sourcing process and the type of RFx you want to create.
2. Give a name to the new sourcing process.
3. Select the organizations involved (Organization).
4

By default, commaodities, currencies and suppliers that will be invited to bid are pre-
selected based on item data found in the catalog. You can modify this data as
needed (add or delete suppliers or currencies, for instance); you will be able to
modify later on as well.
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5. In the list of items, select the items you want to include in the Sourcing Project.
Click & to select them all.

6. Click the Finish button to create Sourcing Project.
The Sourcing Project will display.

Adding the Selected Items to an Existing Sourcing Project

1. Inthe field Add to Existing Sourcing Process?, select the Sourcing Process you want
to add the items to (Sourcing Processes are filtered on the type that is currently
selected in the field Sourcing process type; you should select the type of the target
Sourcing Process, or else you should deselect the preselected default type and leave
the field empty in order to access all Sourcing Process types).

~ RFP Creation 10 Rea. W Q gy

= Process header = Supplier O

DELL FRANCE

= Specify Existing or New Sourcing Project @ HEWLETT PACKARD FRANCE
HP Corporate Supply

Add te Existing Sourcing Procass? (select below er skip and fill in the Project Setup information for a new project)

Printers

. S . . . 1A3 - Laptops

Sourcing process name : Printers Commodity | faat et e

ors - Orsay (RED)

par - Paris

usp
v o
Currency +

Sourcing process type : Simple Sourcing project Organization :

RFsx type :

= Items
v
Ref. / Labelb Labelb Supplier b Quantity} Unith Unit price} % discount? Tax)b Total (tax excl.)b Currencyb Deliv. date »

{ HEWLETT PACKARD FRANCE )

N _ ~ 20.00 e
2 HP ENVY x2 11-g090ef HEWLETT PACKARD FRANCE 20.00 Each S00.00 [ 18,000.00 EUR " 4/24/2014
Imprimante multifonction HP ( HEWLETT PACKARD FRANCE ) 20.00
& Laser)et Pro MFP M125nw HEWLETT PACKARD FRAMCE 10.00 Each i %% R L= B v 4/24/2014
2 Result(s)
» Estimated Value
Amount (tax excl.) :19,413.20 EUR
TVA FR 2014 20% : 3,882.64 EUR
Amount (tax incl.) :23,295.84 EUR
Euyer demo vE.120 @ m

|
Once the Sourcing Project is selected, its attributes (commodities, organizations,
currencies, suppliers) are added to those already selected.

Note: In order to remove these attributes, you will have to delete the Sourcing Project
selected in the field Add to Existing Sourcing Process?.

2. In the list of items, select the items you want to include in the Sourcing Project.
Click = to select them all.

3. Click the Finish button to update the selected Sourcing Project. The Sourcing
Project will display.

Completing the Creation of the Sourcing Project
1. Specify the Opening date.
2. Click the Save button.
The Sourcing Project has an In Progress status.
The Prepare RFP step is pre-filled with the following data:
= The type of RFx, as selected when creating the Sourcing Project

= |tems to be sourced (the item type is automatically set to the default type, that
is Required item)
= The reference price of items is pre-filled with the price listed in the purchase
requisition or the catalog.
= Comments linked to PR items are copied in the description of RFx items.
When items are added to an existing Sourcing Project, the main commodity set for
that Sourcing Project will be maintained even if the items you are adding belong to a
different commodity. In the RFx, items are added as a new lot.
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Management of Template Sourcing Projects

Defining a Sourcing Project as a Template

1. Open the Sourcing Project and display the Set up Project step (Requirements
Gathering step if it's a Service Purchase type of project).

2. Select the checkbox Is a template.
3. Click the Save button.

~ Sourcing de composants - Infos générales HE E Q*é
~ Etapes de |'afaire

Infos générales
»  Détail de |"affaire

Cogs - BPMO00OSE Livellé - [Ezirming de somposarts
Tyes : | Corsuitation v | Statut -
o Ertité grinzipale - =" Famile prinzipaie - 7 - Pibces dmctr [
Planification princip | S srinzin: [y v T—
Dats Sowverters : 57042013 " Date g= déplsizmert prévisiorrele - [£5/08/2013 (R0
Projet - | =l iction associde - [ =l
Entités concemé=s : [ =l Autres tamilles - | =l
= - Créé per m—
Fournisseurs ot SRS

Suivi des réponses

Evaluation des offres.

Analyse & attribution

Ewaluation

Buyer demo vB.118 &

|
Searching for Template Sourcing Projects

To display templates in the Sourcing Projects search screen, activate the filter Is a
template.

Creating a Sourcing Project by Duplicating a Template

The duplication feature will let you copy the data from any Sourcing Project (be it a
template or not).

However, when duplicating, you have the ability to filter Sourcing Projects to display only
templates.

~ Browse Sourcing Projects 10 Req. Y Q yfpriS

¥ Filter

Keywords : l:l m vadvanced search  U5®T ¢ l:lu Steps : l:l - Limit to my scaps

XIn progress

Type ¢ | Yl 1= a template ¢ ¥

Commedity @ l:ln Only favorite suppliers @ [
supplier s |}
P — |

Code b Name b Type b Managerh Commodity b Opening date» Staps
% | # |BPMD00ODZ6 RFx templates RFx template C HO Connectars 3/8/2012 gEa
1 Result{s)

Buyer demo vE.120 &

Duplicate a project | Create new sourcing project

|

Then select the template you want to copy, and proceed as you would for a regular
duplication (see Creating a new sourcing project by copying a previous project, page 22).
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Closing and Deleting a Sourcing Project

Closing a Sourcing Project

1. Open the Project’s Folder and display the step General Information.
2. Inthe list Status, select close.

3. Click on Save.
The project status displays Closed.

Re-opening a Sourcing Project
Access to the Re-open function is restricted to authorized users.

In the Project with status closed, a button labelled Re-open allows you to open your
project.

Deleting a Sourcing Project

Access to the Delete function is restricted to authorized users.
1. From the list of Sourcing Projects, click the Delete icon * of the project to delete.

2. If the project contains open lots and rounds of RFx, a message will display with a list
of those lots/rounds which will be closed.
Click OK to close those lots/rounds and delete the project.
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SET UP PROJECT Step

The data for this step was entered when creating the Sourcing Project (see to p.21).

SET UP TEAM Step

Defining the Team for a Sourcing Project

1. Inthe Sourcing Project, display the Team step. This step presents the list of the team
members working on the project. The project creator is automatically added as the
Owner.

n ~ Sourcing process : BPM000109 - Servers - Setup Team 11 Req. W O\*é

+ Project Steps

Setup Team

Buyer demo v8.124 &

+ Project Team - add guests and graders from the list of the internal users you want to invite to the project.

Lookup Users... Li B

Login b Email b Profiles
v
¥ A DE ade ade@ivalua.com
®Scourcing process - Owner
v
¥ ORTHLIEE Benoit bor bor@rapido.com
®Sourcing process - Contributor
v
¥ O DU odu odu@ivalua.com

®Scourcing process - Guest

L

¥ T. Xavier xth xth@ivalua.com

®Sourcing process - Contributor

ESave

2. To declare a new team member, you can:

Use the auto completion function in the input field: Type in the first letters of
the user name to be added. The application will automatically filter through
the list of names from its database and display the ones that match the entry.
As soon as the name you are searching for appears in the list, select it.

Select one or more users directly from the database: click the Add a user
button. The list of users will display. Select the users you want to add by
clicking their Select icon +E. The names of selected users are added to the
team members list.

3. A Profiles drop-down list will display: It allows you to assign a role to each team
member.
The following profiles are available:

Owner. This profile is for the Project lead. His role is to manage the project’s
information and documents. He also has the ability to add users to the project
team.

Contributor. This profile has write access rights and can manage information
on the project

Guest. This profile has read-only rights and cannot change or delete any
information on the project.

Select the profile you wish to assign to the team member for this Sourcing Project.
The data will automatically be saved.
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DISCUSSION FORUM Step

Overview

The Discussion Forum allows the users collaborating on the Sourcing Project (internal
users, as well as supplier contacts) to exchange messages.

This helps you ensure that all invited suppliers have equal access to information and
provides a means to track all messages exchanged as part of the sourcing event.

Getting Familiar With the User Interface

Conversation View

Messages are presented in Conversation View, meaning that messages are grouped by
subject, and replies to a message are displayed with the original message, forming
conversations.

The window is divided into two main parts:
= On the left, the conversation list and related search filters
= On the right, the messages that belong to the selected conversation

Suppliers [Sourcing | Contracts Catalogs Procurement Invoicing Reporting

<D vy Sourcing process : BPMOOO179 - Water Pumps - NAFTA manufacturing - Discussion Forum -5

I save

Error on proposal Clarification &
Display : | Unread or notreplied ¥ From : GORDON Louis (Siemens) B6/7/2016  3:48:13 PM (your local time)
To: Responsible (Sourcing)-YOUNG Emma (0]
Thanks Mrs Young for your quick help. We have been able to submit a new proposal, hope it will
Last update (your local find you well.
Subject Messages time) Original sender  Last sender

Louis Gordon

Errar on Louis GORDON L2412

0/3 6/7/2016 3:48:13 PM GORDON
proposa {Siemens) e
{Siemens)
1 Resulis) From : Young Emma 6/7/2016  3:46:33 PM (your local time)
To: Siemens-GORDON Louis [0}
Dear Louis,

Thanks for your participation to this sourcinh event.
When logged on you proposal, you should see a button 'recover ma last offer.
You can also submit a new proposal as a remplacement of the existing one.

Emma

From : GORDON Louis (Siemens) 6/7/2016  3:45:07 PM (your local time) v

To: Responsible (Sourcing)-YOUNG Emma ®

Dear Mrs Young,
| realize that we unfortunatly submit our response with a mistake, would you mind cancelling it and
explain us how to submit a new one ?

Thanks for your help

Have a great day

Louis Gordon

The conversation list includes all messages exchanged, whether sent or received. Note
however that the list is filtered by default on unread and unreplied messages, placing the
focus on messages that are most likely to require attention or action on your part.

Nonetheless, you retain the ability to shift the focus by changing the Display filter: you can
elect to view unread messages only, unreplied messages only, or all messages. When
viewing all messages, the list includes messages that have been read and replied to, as

well as sent messages.

On the right-hand side of the window, a color code helps you distinguish at a glance
which messages come from suppliers and which come from internal users.
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Message History

In addition to Conversation view, you can access a “Message History” window. It shows
the list of all messages, sorted by default in reverse chronological order.

You can use the many filters provided to narrow down on a particular subset of the
messages.

Column headers give you access to a number of functions: by left-clicking on them, you
can sort the results to your liking, while a right-click enables you to tweak the display by
hiding columns, or to download the results list in MS Excel format.

"D Message history|

Subject Messages Last update (your(:::T:::JI Original sender Last sender
Error on Louis GORDOMN Lovis
0r3 6/7/2016 3:48:13 PM o GORDON
proposa (Siemens) .
(Siemens)
1 Resul(s)
Message history B e %
Close
Keywords @ » Advanced search
Created on
Subject Message User Supplier Recipients (your local Type
time)
s Mrs ng for y uick heln. We haws
@ Eroron Thflr';' Ars Yaung for your quick b _‘”pf ;h sbeenable  GoppoN _  + Emma 62016
proposs ta submit a new proposal, hope it will find you Louis Siemens YOUNG 3.ag:13 piy Clerificstion
well. Louis...
Erroron  Dear Louis, Thanks for your participation to this sourcinh Young . EDC;;;TJOF\ 6/7/2016 Clarification
proposal event. When logged on you propesal, you should see ... Emma (Siemens] 3:46:33 PM
Dear Mrs Young, | realize that we unformunatly submit our -
Erroron N ¢« Emma

st d ind I GORDON _. 6/7/2016 Clarificati
SpONse wit L uld you ance t emens
proposs response with a mistake, would you mind cancelling i Louis Siemen: YOUNG 3.a5.07 pyy Clerification

and...

3 Result(s)
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Receiving and Viewing Messages

Notification

Whenever you receive a message as part of a sourcing project, you will receive an email
notification. As you click it, the link provided in the notification message will take you to
the Forum page with the relevant conversation opened and the new message highlighted.

Relevant conversation is opened A dark gray frame highlights
the new message

Error on proposal Clarification &
5 Unread v . RO is . -
Displayf | Unread or ne From; CORDON Lou 6/7/2016 314813 PM (yaur local tme)
(Siemens)
To: Responsible (Sourcing)-YOUNG Emma [©)]
D Message history i
N S Thanks Mrs Young for your quick help. We have been able to submit a new
Subject Messages Mo tia) Original sender  Last sender proposal, hope it will find you well.
. Louis GORDON =24 Louis Gordon
srreren 073 6772016 3:48:13PM o= 27 PPN GoRDON
propasa (Siemens) s
(Siemens)
1 Result(s)
From: Young Emma 6/772016  3:46:33 PM (your local time)
Ta: Siemens-GORDON Louis [O)]
Dear Louis,

Thanks for your participation ta this sourcinh event.
When logged on you propesal, you should see a button 'recover ma last offer.
You can also submit a new proposal as a remplacement of the existing one.

Emma

Replied/Unreplied

All newly received supplier messages are flagged as “To be replied”. The status of these
messages changes to “Replied” whenever ANY OF THE TEAM MEMBERS does one of
two things:

= Replies to the message

= Forces its status to “Replied” (if the message doesn’t call for an answer, for
instance)

Mark as replied

m: o ) /72016 2:48:13 PM (your local time) ﬁ
|siemens

- GORDON Louis
From :

To: Responsible (Sourcing)-YOUNG Emma

Thanks Mrs Young for your quick help. We have been able to submit a new
proposal, hepe it will find you well.

Louis Gordon

In both cases, the new status is updated for all team members. The status can be
reverted to “To be replied” any time.

Read/Unread

Unlike the “To be replied” status, the Read/Unread state of the message is managed at
recipient level (and not at team level), meaning the message in your mail list will be
flagged as “Read” when you open it, regardless of what other recipient team members
do.
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Attachments

Attachments are listed under the message body. You can view an attached file by clicking
on it.

In messages that include multiple attachments, you can download all attachments in one
go by clicking the Download all attachments icon

Click to download all attachments
in one ZIP archive

Proposal Submission Clarification §&
From : Bell Aaron 10/20/2016  ©:40:47 AM (your local time)
To: All selected bidders (i)

Please peruse attached documents,

@ Document. pdf @ NDA.pdf
@ Terms & Conditions 1.pdf @ Terms & Conditions 2.pdf

Searching and Sorting

The Keywords search field allows you to search the messages’ subject and body. Other
search filters allow you to search by date, user, supplier, and message type.

By default, the mail list is sorted in reverse chronological order (that is, the most recent
message is listed first). You also have the ability to sort the mail list using column
headers.

Sending messages

Creating a new message
1. Click the Compose button. A message input area will display on the right side of the

screen.
Type * 1 | Clarification r
From : Bell Aaron Receive a copy:
o '| ¥ J, Ext. (1)
Subject * |

@J Click or Drag to add files m m

2. Select the type of message you wish to send (by default, the types Clarification and
BPM Modification are available, but the Administrator can add new types and/or
delete existing types).

3. Select the message recipient(s).
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Selectable recipients are the internal users selected in the Team step and the
supplier contacts selected in the Suppliers step.

You may also CC yourself by selecting the option Receive a copy; and/or you may
send your message to “external” email addresses (meaning addresses not
referenced in IVALUA) by entering these addresses (separated by semi-colons) in

the Ext. field.
4. Enter the message subject.
Enter your message.

o

6. You can add attachments to your message. To do so, in your file explorer locate the

file(s) you want to attach and drag them to the drop zone (gray area).

Type *: | Clarification
From : Bell Aaron
To: '|

Subject*: |

@J Click or Drag to add files

Drop the files you want to send
as attachments onto this area

Receive a copy !

Wait until the upload finishes; you will know the upload is finished when the
document is listed below the drop zone, like so:

@J Click or Drag to add files
b4 @ Document.pdf

7. When done, click the Send button.

Replying to received messages

T

From : GORDON Louis (Siemens) J72016

To: Responsible (Sourcing)-YOUMNG Emma

Thanks Mrs Young for your quick help. We have been able to submit a new proposal,

hope it will find you well.

Louis Gordon

3:48:13 PM (your local time)

From a received message, you can perform the following actions:

" Reply to the message sender
" Reply to the message sender and to all the recipients as well
= Forward the message
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Printing a conversation thread

You can print an entire conversation thread by selecting the desired conversation thread
in the mail list on the left, and then clicking the Print icon available above the messages,
in the right-hand side of the window.

Error on proposal Clarification
Keywords @ » Advanced search

Display: | All v | From: GORDON Louis (Siemens) 6/7/2016 3:48:13 PM (your local time) v

Last update (your

To: Responsible (Sourcing)l-YOUNG Emma (O]

Thanks Mrs Young for your quick help. We have been able to submit a new proposal,
hope it will find you well.

Subject Messages Original sender Last sender

local time)
Louis Gordon
x Froposal 0/1 10/20/2016 6:40:47 AM Aaron BELL Aaron BELL v
Submission
Erroron Louis GORDON  L°U
x e 0/3  6/7/2016 3:48:13 PM " GORDON v From: Young Emma 6/7/2016 3:46:33 PM (your local time)
(Siemens)
To: Siemens-GORDON Louis 0]
2 Result(s)
Dear Louis,

Thanks for your participation to this sourcinh event.
When logged on you proposal, you should see a button 'recover ma last offer.
You can also submit a new proposal as a remplacement of the existing one.

Emma
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SET UP CURRENCIES Step

Management of Currencies in Sourcing Projects

The buyer has the ability to choose how currencies will be managed in their project:

= Single currency project: The entire project (including supplier proposals) is
expressed in one single currency, the reference currency

= Multi-currency project/ Single currency proposals: Each supplier can choose
the currency they will use to express their proposal among the bidding
currencies selected by the buyer

= Multi-currency project / Multi-currency proposals: Suppliers can quote different
proposal items in different currencies (elected among the bidding currencies
selected by the buyer)

The currency management mode is defined in various parts of a Sourcing Project:

= In the Setup Currency step of the project: The buyer selects the reference
currency and the allowed bidding currencies. If the buyer only specifies the
reference currency, then it will be a single-currency project.

= See page 36

= In the RFx round: It is the setup of the quotation grid that will determine
whether proposals are single- or multi-currency (setting: Is item currency).

= See page 83

= [f it is a multi-currency project, suppliers will choose the currencies to use in
their proposals (among the bidding currencies allowed by the buyer).

=>» See Supplier Portal Manual

= Once submitted to the buyer, supplier proposals will be converted into the
reference currency using the rates defined in the Setup Currency step and will
be displayed in the Analyze RFP answers. A tooltip allows you to view the
calculation details.

= See page 149

Selecting the Reference Currrency and Other Accepted Bidding Currencies

The Currencies section lets you specify the reference currency for the Sourcing Project. It
also allows you to select one or more bidding currencies: solicited suppliers will be able to
bid using any of these currencies.

1.
2.

In the Sourcing Project, display the Setup Currencies step.

Select the reference currency. If it is not listed in the drop-down list, click the Selector
button [B; in the window that displays, select the desired currency using its Select
icon *E.

Select one or more bidding currencies; these are the currencies that solicited
suppliers may use to express their bids.

Selected bidding currencies display below the drop-down list; you may delete them
using their Delete icon *.

Click the Save button. A currency conversion table displays: if you have selected
bidding currencies that are different from the reference currency, you should fill in
this table.

For each bidding currency (other than the reference currency), specify the exchange
rate to be applied in the Exchange rate column. You can do this in one of 2 ways:
The last known exchange rate is displayed in the Last exchange rate column: you
can copy this rate to the Exchange rate column by clicking the icon E&. or else you
can enter a new rate.

Last known rate

The last known rate is brought up from the rates maintained by the Administrator in the currency
conversion module. When several rates are found for the same currency (different dates or periods), the
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following priority rules are applied:
= The rate with the most recent start date will be displayed first.

= When 2 rates have the same start date, the rate that spans the shortest period gets priority (day >
month > quarter > semester > year).

ce cl v - ¥ |+
Referencs currency : | EUR B Ref. Currency Exchange Rate} Currency Trading bk Last exchange rate b Display
¥ |+
- . e
Allowed bidding currencies : wygp 1 EUR cab - L3130 Fillad rates
xCAD 1 EUR= uUsD 1.35160

Used rates

#| Al rates

Display options

Once the exchange rates are saved, you have the option to display the currencies according to your
preferences:

= Filled rates: Only displays the currencies for which an exchange rate has been entered
= Used rates: Only displays the currencies used by one or more supplier in their proposals
= All rates: Displays all currencies selected as bidding currencies

6. Click the Save button.
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PROJECT SCHEDULE Step

Presentation

The Project Schedule step helps you create a Gantt chart of your project milestones and
organize related tasks.

The Gantt chart can be created very easily based on a template schedule, which you can
later tailor to the specific requirements of your project.

Tasks settings allow you to keep tabs on your progress, by tracking initial, updated and
actual begin/end dates, as well as percentage complete.

Schedule initialiazation

The way the schedule will be initialized and displayed at the onset of a project can be
influenced by configuration. There is a distinction between: the task initialization mode on
one hand, and the transfer of task durations from an imported template schedule on the
other hand.

Task Initialization

There are 3task initialization modes (mode is selected during the application’s initial
configuration stage):

Manual: Creates an empty schedule (no task). You may import tasks from a
template schedule or create new tasks (see p. 39).

Auto. from a template: Creates a schedule that is pre-filled with the tasks
defined in the selected template Sourcing Project.

If all the tasks from the template schedule are linked together, you will be able
to reschedule all the project milestones by simply typing in a new project onset
date.

You have the ability to edit imported tasks or to create new ones (see p. 39).

Auto. from steps: This mode should be preferred when you don’t want to
enter and maintain a project schedule (RFx types that do not require a a full-
fledged schedule); you will retain the step status information (determined by
the status of the main task linked to the step). In the Project Schedule step,
tasks are auto-generated from the step tasks. They are named after and are
automatically linked to the step they originate from. No dates are attached to
these steps (only a status).

Transfer of Task Durations From an Imported Template Schedule

Depending on the initial configuration, when tasks are imported from a template schedule,
the durations (number of days) assigned to these tasks can be:

Ignored: tasks are transferred without their durations and you need to input
their begin- and end-dates.

Taken into account: tasks are transferred with their durations; based on these,
dates are pre-filled, with the Sourcing Project’'s opening date (Setup Project
step) set as the begin date of the first step.

When the transfer of task durations is enabled, it applies to all template
schedule import:

v' Automatic task creation in Auto. from a template mode

v' Template schedule selection (mostly in Manual mode, but becomes
available in all task initialization modes when you delete all tasks)

v" Sourcing Project duplication, regardless of task initialization mode set
for the project type
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Creating Tasks

Access Rights to Tasks

To access a task, a user must meet the following requirements:
= Be the task manager or assignee

= Orelse, if the task is linked to a Sourcing Project, have access to the Sourcing
Project

Importing Tasks From a Template Schedule

This functionality will mainly be available when the project schedule is initialized in
Manual mode. It also becomes available in the other initialization modes if you delete all
of the tasks.

1. Inyour Sourcing Project, display the Project Schedule step.
2. Click the Create from a template schedule button.

* Project Management Grid - maintain estimates for workload and startfend dates here @

Create from a template schedula

0 Result(s)

«  Initial dates u Updated dates uﬁlrtuan' dates

2014

Task
DJ|F|M|A|M|J|J|E|S|D|N|DJ

[No task]

A project picker will display in a secondary window: it presents of list of Sourcing
Projects with the same type as the current one, created by the connected user, and
whose attribute Is a template is enabled.

3. Select the Sourcing Project that contains the schedule you want to copy by clicking

its selection icon +E.

You can only use this functionality once: Once the template schedule is selected, the
Create from a template schedule button is no longer available and the link with the
selected template schedule cannot be undone.

Cre

ating a New Task

1. Inyour Sourcing Project, display the Project Schedule step.
2. Click the Add atask button.

Edit task

Code :

Type :
Manager :
Parent task :
Previous task

Previsional Work Load :

Description

The Edit task window will display.

- e
T1i03 * Subject : K
= advanced task mgmt
v Status : v
; j Begin date (include)End date (exclude] Duration

ADE ¥ Assigned to : v Imitial ,« o days

v PBrocess Step i | ¥ Updated 22 ez days

v Progress : % Actuzl e B days

Person-days Real Updated load : Person-days

3. Fillin the required fields:

= Give a unique code to the task
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= Select a type of task (Action, Event, Phone Contact, etc.)
= Give a name to the task (Subject)
= Select task manager and assignee

= Specify the initial begin and end dates
The task duration is automatically inferred from these dates (by default, the
end date is excluded from the calculation; however, this behavior is
configurable and the current configuration is clearly indicated by the words
“include” or “exclude” displayed to the right of the End date label).

4. Click the Save button.
The new task will display in the Gantt chart.

Inserting a Sub-Task Below an Existing Task

You can create as many task levels as needed. To create a sub-task, you can either
create a sub-task below the current task (method 1), or you can create a task and then
attach it to a parent task (method 2).

Method 1

1. Open the task below which you want to insert a sub-task.
The Edit task window will display.

2. Click the button Add a sub-task.

Edit task
Code : T3 = Subject : Regquirements Gathering * p
Type : | Action | Status : v T
Manager : |ADE ¥ |* Assignedto : ADE ¥ Initi
Parent task : T Process Step : | Requirements Gathering ¥ Up
Pravious task : ¥ Progress @ L A
Previsional Work Load : Person-days Real Updated load : Person-days
Description T
Co
= Filz 3
0 Resultis

A new Edit task window will display, for you to set up the new task.
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Method 2

1. Create a new task, as instructed on page 39.
2. Inthe Parent task drop-down list, select the task you want to attach the new task to.

Edit task
Code : T103 * Subject : |Sub-task 1 *
Type & | Action ¥ |* Status : v =
Manager: (A DE ¥ |* Assigned to ! v Ini
IParent task : L I Process Step : Reguirements Gathering
Previous task : T Progress L]
Pravisional Work Load : Person-days Real Updated load Person-days
Description
e

0 Result{=)

3. Click the Save button.

Creating a milestone

To create a milestone, create a task or a sub-task that begins and ends on the same day.

Ordering Tasks in the Gantt Chart

You can reorder task in the Gantt chart to suit your requirements by simply dragging and
dropping task labels in the Task column.

| Imitial cabes [ — u.a::-_-a.- Zatms \
2014 \
Task APRIL MAY JUNE
14 | 15 16 17 18 19 | 20 | 21 22 23 24 | 25
Reguirements Gatharing | —
Gathar Suppliers [ | [ | I;

Froj=ct Scarmcand

&
0]
|~
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Linking Tasks to the Sourcing Project’s Steps

In order to allow project tracking, the schedule must be linked to the various project steps.
To achieve this result, you can create tasks that represent the project steps and link these
tasks to their corresponding step.

A task that is linked to a project step will be displayed in the step in question (right pane).

Task linked to the current step
and its sub-tasks

B - stand salon "E-Achats” 2014 - Fournisseurs
~ Eipes de r'afsice

Risque ©
@ -
o -
o -

Début Fin  Cherge
Typer  Deseriptiont AMEctiR) priwy prévue prévae Avencement) Ststuth

Celle 1=l ] nmﬁn

Buyer Gemo V6118 © ) Enregistrer | Extraire ia liste des fournisseurs

This link between the task and the step is a dynamic one: modifications brought to the
tasks or sub-tasks in the project's schedule are mirrored in the linked step, and vice
versa.
To link a task to a step:
1. Inyour Sourcing Project, display the Project Schedule step.
2. Open the task you want to link to the desired step.
The Edit task window will display.
3. Inthe Process Step drop-down list, select the step you want to link the step to.

Edit task
Code ¢ T4 * Subject ¢ Prepare RFE (rfp default type) *
Type ! | Action ¥ |* Status : v )
Manager : | O DU v ¥ Assigned to : v I
Parant task : v IPro:ess Step ¢ | Prepare RFP ¥ I
Previous task : T Progress : L]
Pravisional Work Load : Person-days Real Updated load : Person-days

Description

0 Result(s)

4. Click the Save and close button.
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Defining Task Dependencies

Between 2 Sourcing Project tasks, you can define a relationship that determines the order
in which these 2tasks should be performed. These relationships are called
“dependencies”.

There are 4 types of task dependencies:

= End->Start (default): The current task will begin when the other task ends.
= Start->End: The current task will end when the other task begins.

= Start->Start: The current task and the ‘previous’ task will begin at the same
time.

= End->End: The current task and the ‘previous’ task will end at the same time.

If all the schedule’s tasks are linked together, you will be able to reschedule all the project
milestones by simply typing in a new begin date for the first task.

To create a dependency:

1.

Click the Edit icon # of the task you want to make dependent on another task. The
selected task’s details will display in a secondary window.

In the Previous task drop-down list, select the task that the current task will depend
upon.

Two fields become available: Link type and Delay.
Select the type of link that is appropriate to your situation.

If needed, use the Delay field to specify the number of days that you want to wait
before you transition to the current task.

For instance, if the link type is End->Start and you set a 2-day delay, then the current
task will begin 2 days after the linked task has ended.

Click the Save button.

Tracking a Task’s Progress to Completion

1.

Click the Edit icon # of the task you wish to track. The selected task’s details will
display in a secondary window.

The main information on task progress is the percentage complete. Update this
percentage according to the current progress of the task.

The Status drop-down list also reflects the completeness of the task (Scheduled, In
Progress, Done).

When the task is completed, you can update the actual end date and workload.
Click the Save and close button.
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Getting Familiar With the Interface of the Gantt Diagram

Zoom Levels

The zoom icons [£] 2] available below the Gantt chart allow you to change the viewing
scale: days, weeks, months and years.

In each of these time scales, you can access 6 zoom levels by maintaining the ALT key
pressed while using your mouse scroll wheel.

Horizontal and Vertical Scroll
When the viewing scale does not allow you to view the whole schedule, you can scroll
horizontally and vertically to display hidden parts.
= Horizontal scroll

To scroll towards the right or towards the left, use the horizontal scroll
bar loacated below the Gantt chart, or else, use your
mouse wheel while the cursor is pointing to the chart.

The scrolling position will be kept while you manipulate the chart (zooming,
page turning, task reordering, selecting/deselecting the types of dates
displayed).

= Vertical scroll

To scroll the chart upward or downward, use your mouse scroll wheel while
the cursor is pointing outside the chart, or else, use the vertical scroll bar.

Initial, Updated and Actual Dates
Task settings let you keep track of 3 types of date: initial, updated and actual.

Use the date type selector to choose the date types you want to display in the chart.

7 Dstes prévisionnelles [l pstes résctustisées  [E)pates réaliszes

JANVIER FEVRIER

Téche
12 13‘14‘15|15|1]‘|15|1§ zu|21 22 1n|11|11|13|14|15|15 1?|1E|19|20|21|22|23 24|:
L{M|m

2] 2
[#[n[2[v]sofe[=[=]>]v]}]e

7 B‘Q
V‘S‘D L|M|M|]|V|5|D L|M|M|J|v|5|ﬂ L|

D L‘M‘M|]|V|5|D

RFx

Suivi des réponses

Enchéres

The color code assigned to the date type checkboxes shows the color that is used to
render each date type in the chart.
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Overall Sourcing Schedule

Principle

The overall sourcing schedule gives you the ability to view the Gantt chart of a selection
of Sourcing Projects that you can display using the search filters

Accessing the Overall Sourcing Schedule

Select the Sourcing / Sourcing schedule menu.

Using the Interface

The table below highlights the main points you should know in order to use the sourcing

~ Planning affaires 1o QP
~ Filtres
Dat= 0= gbut T Datzdefin: T @ Sélection rastraints 3 mon pérmétre wRacharzhe avarzis
Tye = v | smut v ataiva(s) B coecorparnins ‘ 1 ’
Orgarizat [ -] mill B st oo [ -]
Etapes v

2014
afaire ANV, | aRs avR. a1 Jutn UL 00T
s]2]s]e|s]s]7]s]|o]0]sa][12]za]2a]5]16] 7] 18] 1] 20] 21| 22[23] 24 25] 26| 27] 28] 20 [0 32]32[ 33]32
&
-
==
_
/=
|
=]
=
<
 E—
 E—
=
=)
FHi=rz(E) ] 4 (4 i

Buyer deme v8.116 ©

Search filters area: Use to filter the Sourcing Projects that will be displayed in the Gantt chart

0
@ Dates prévisionnelles Dates réactualisées n Dates réalisées

Date type selector: Select the date types you want to view in the chart (the color code of the
checkboxes shows the color that will be used to render each type of date)

.'I'I
@ "4 When hovering tasks, the cursor takes on the shape of a hand which allows you to reorder tasks
using drag and drop

@ i sur 3 Turn pages

Scroll the schedule timeline

IEI IEI Change the viewing time scale (year, month, week, days)
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SET UP DOCUMENTS Step

Attaching Documents to a SourcingProject

The Setup Documents step gathers different types of documents:

= General Documents: contains general documents that can be useful in all
Sourcing Projects and are uploaded by the Administrator. This list is
generated automatically and is identical in all sourcing projects.

= Process Documents: allows you to create and attach materials that are
related to the current sourcing process.

= Project Documents: lists the documents that are linked to the umbrella
project the Sourcing Project is attached to (Setup Project step). This list does
not display if the Sourcing Project is not tied to any umbrella project.

“  Sourcing process : BPMO0O0D095 - Metal parts - Setup Documents 10 Req. o Q*e
= Project Steps

* General Documents @

g Titler Attachments Author b Modified on (your local time) »  Created on (your local tima) b End of validity» Version
Purchasing Group Policy | g& g% ON AIR Admin |2/4/2014 1:54:37 AM 10/13/2011 5:41:115 PM
General Terms & FELD ON AIR Admin 2/24/2014 12:41:19 BM 10/13/2011 5:36:53 PM
Conditions L

2 Result(s)

Setup Documents

= Project Documents

o iy Titer Attachments Author} Modified on (your local time) b Created on (your local time) b End of validity b Version
Document f5 A DE 2/24/2014 12:53:06 BM 2/24/2014 12:53:06 PM
) )
a 1 Result(s)
& Zip selected Documents
= Process Documents O
Create a document for this process
15 G} Title b Attachments Author} Modified on (your local time) b Created on (your local time)  End of validity b Version
6] X # Decument 4 A DE 2/24/2014 12:53:46 BM 2/24/2014 12:53:46 PM
1 Result(s]
a B Zip selected Documents

Buyer demo v8.122 ©

EE

Caution: Documents in Draft status, which are displayed on an orange background, can only
be viewed by their author. To make them available to the other users, their author
must change their status to Approved/Published.

Title b Attachments Authorr Modified on (your local time) s Created on (your local time) b End of validity ¥ Version

¥ ¢ Document jIﬂ A DE 6/4/2014 12:23:27 PM 6/4/2014 12123127 PM

Attaching Documents to a Sourcing Project
1. Inyour Sourcing Project, display the Setup Documents step.

2. Click the button Create a document for this process. The Document process
window will display.

3. Set up the new document:
= Define atitle
= Select a status
= Attach afile

4. Click Save and Close.

Viewing a Document

Click the title of a document or its attachment icons to open.

Note: There is no limit on the number of documents attached (except for storage limit on the
application).
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REQUIREMENTS Step

Overview

The purpose of this step is to conduct an internal survey, in order to gather accurate and
comprehensive information on sourcing requirements. The outcomes of the survey will

help you when preparing your RFx.

Conducting a requirements gathering survey involves the following activities:

= Initiating the survey campaign

= Building the questionnaire and selecting the respondents
= Opening the survey for feedback

= Analyzing the survey results

Initiating the Survey

1. Access the Requirements step of your sourcing project. A blanc sheet is displayed.

( L) {} Sourcing process : BPM000206 - Polymers - AMER Cosmetics August 2018 - Requirements

Setup Project

Setup Team

Discussion Forum

Setup Currencies

Project Schedule

Setup Documents

i=  Requirements
Gather Suppliers
Prepare RFx

View RFx activity

E‘ Save
1Gen. Info
Campaign : » Begin Date: [2/13/2018 £
End Date: sz
Description : »
i Autociosure: []
Status: Draft
Type: | Gather Requirements v Owner: | YOUNG Emma rarus s b
Organization : |Clarity Turbo - Commeodity : |DIR - Direct
Attached file: | [I] Click or Drag to add a file
ALERTS
NEEDS OVERVIEW TECHNICAL OR FUNCTIONAL PRESCRIPTION AND/ OR SPECIFICATIONS

Questionnaire answers

Analyze & Award

Reverse Auctions

Synthesis

2. Fill out the requested information in the Gen. Info tab.

3. Save. The Questionnaire, Evaluations, Workflow and Comparison tabs are now
displayed, and you can proceed with creating your questionnaire.

Beware that:

= The Begin date is displayed for information purposes only. Even if the begin
date is reached, you still need to manually open the campaign for answers.

= The Autoclosure option defines the campaign closing mode (automatic or
manual). If this checkbox is selected, the campaign will end automatically
once the campaign end date is reached. Otherwise, it remains open even
when the end date passes, and the campaign manager must close it
manually.
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Building the Questionnaire Form

Overview

The survey questionnaire is set up in the Questionnaire tab. It can be broken down into
sections and sub-sections, if needed.

Setup Project

i Gen. Info EQuest\onna\re .l Evaluations & Workflow = Comparison
Setup Team

Discussion Forum

) Download in Excel 2007-2010 formet (xisx) Drop here your questionnaire (in Excel format)

Setup Currencies ) Download in Excel 97-2003 formet (xls) ) Click or Drag o add a file

Project Schedule

Setup Documents DEFAULT RESPONDENT RULES

= s For : |All Sections Assign : |A respondent | Or:|Arole +AddtheRule = Re-execute Rules
Gather Suppliers
Preview  Copy from. +

Prepare RFx
View RFx activity Type Section/Question Mandatory € Answers Multi  Respondents
T, —— W= ¢ D section v Laptop Technical Specifications o

W] = & @ Listofvalues ¥ The maximum weight considered for the laptop is 5 pounds. Is this weight wihin your PU O CustomList [
sy # @ LUstofvalues ¥ What is your preferred laptop color? o u| Customlist @
Reverse Auctions & @ Date v When do you expect the first delivery? P =
Synthesis il = & @ Section v Hot Line o

W = & @ Lstofvalues ¥ Do you require support in French? 2 = Custom List [

W = & @ Listofvalues v Do you require support on Sundays? 2 m Custom List [

7 Result(s)

You can create your questionnaire form in one of two ways:
= Using the IVALUA web Ul
= Using a Microsoft Excel® file
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Editing the Questionnaire Form Using the IVALUA Web Ul

Copying an Existing Questionnaire

You can re-use existing questionnaires. EXxisting questionnaires can either be
guestionnaires created in other survey campaigns or templates configured by authorized
users.

1. Click the Copy from button in the Questionnaire tab.

The pop-up window displays the available templates. To display the questionnaires
created in other survey campaigns, deselect the Is a template filter.

Configure Questionnaires

Campaign Type Organization Commodity Owner

«B 6D

2. Select the desired questionnaire. The questions are added to your campaign.

You can complete your questionnaire by adding new sections and questions specific to
the current survey.

Adding Sections & Sub-sections

1. Click the Plus Sign icon * in the Questionnaire tab. A new row is added to the
question grid.

Preview = Copy from +

Type Section/Question Mandatory 9 Answers Multi Respondents

Select whether you want to create a section or sub-section using the Type field.
Enter the section/sub-section title in the Section/Question column.
Click the Save button in the action bar.

a >

Set up additional settings. To do so, click the Edit icon 4" next to the desired section
or sub-section. The settings window opens.

QUESTIONNAIRE ELEMENT

Type: l Section v
Cectiar « |L@Ptop Technical Specifications »
Des H »
everal respondents allowed : &

= To add clarification or guidance instructions on how to answer the questions,
use the Description/Hints field.

= To allow assigning more than one respondent to the current section, select the
Several respondents allowed option.
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Adding Questions

Click the Plus Signicon ¥ .
Select the question format using the Type column.
Fill out the question statement in the Section/Question column.

To indicate that respondents are required to answer the question, select the
Mandatory checkbox.

5. Save. More settings become available for selector and multiple-choice questions
(List of values), namely the Answers and Multi columns.

pwbdPR

Type Section/Question Mandatory € Answers Multi Respondents

& Section v Laptop Technical Specifications 2>

€] Listof values ¥ What is your preferres ¥ Add values

&) Selector

T Text v

[}

4 Result(s)

6. To allow more than one answer, select the Multi checkbox.
7. To setup the list of answer options, use the Answers column:

= For a selector question type, choose the selector to be displayed in the
guestionnaire form.

» For a multiple-choice question, click Add values to access a screen that will
allow you to create a choice list for possible answers.

Choices of "What is your preferred laptop color?" =X
soc oo Jll e
+ New Line ¢
Possible Values Scoring Att @ Com. €
| o] o
Answers Multi Question scored
Display mode | Dropdown list ¥

= aly
= & & Listofvalues ¥ What is your preferred laptop color? o |Add values |
= & A Selector v n whic| 1guage doy d support?  » Language

3 Result(s)

To create your answer choice list, you can either:
v' Select an existing list from the choice list selector (labeled Duplicate
from template or question): this selector allows you to copy a choice
list from another question in the current questionnaire or from a
template, or
v' Enter each answer choice in the Possible Values column (using the
New line button to add new rows).

To define whether an attachment or a comment is required for an answer
choice, use the Att. or Com. checkboxes.

To indicate how you want possible answers to be displayed, use the Display
Mode drop-down list.

Save & close.
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8. Set up additional settings. To do so, in the questionnaire grid, click the Edit icon &
next to the desired question. The settings pop-up window opens:

QUESTIONNAIRE ELEMENT

Type: | Listof values ¥

Do you need a manual?

Label !

) Cick or Drag to add a file

= Use the Description/Hints field to add a comment to your question.

= Use the file upload area if you wish to supplement your question statement
with additional information in a separate file. The attached file will be available
to respondents.

= Select the A comment can be added to clarify the answer or the File can be
attached to the answer option if you wish to allow respondents to add a
comment or a file to their answer.
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Setting up Conditional Behaviors for Questions

Information Collection questionnaires allow you to set up conditional behaviors based on
respondent’s answers.

Conditional behaviors always involve two questions: the question whose response is
being evaluated and the question that will be affected if the condition is met.

You can set up the desired conditional behavior from either of the two questions involved.
To do so, open the desired question settings by clicking the Edit icon #, go to the
Advanced section and click the Plus Sign icon * in Constraints to this guestion or
Constraints from this question section:

= Constraint TO this question: The current question is the affected question,

in other words, the question that will show the result of the condition being
met.

= Constraint FROM this question: The current question is the question whose
response will be evaluated to induce a result.

Question : Do you require support in French? afx
(oo

B3 Do ocad in Excel 2007-20 QUESTIONNAIRE ELEMENT

pe: | Text v

= Ioo you require support in French?

nswer @ Click or Drag to add a file

File can be attached to the answer

ADVANCED

Constraints to this question

Question Operator Value Result Constraint type

Constraints from this question ol

D Text b/ Question Operator Value Result Constraint type ~

Possible conditional behaviors (Constraint type) include the ability to skip or display
guestions and the ability to set a question, a comment, or a file attachment as required,
all based on respondents’ answers.

Let’s illustrate this with a simple example. Let’'s imagine you want to ask your internal
users whether they need a manual and, if so, what are the desired language versions:

= Q6 — Do you need a manual?

= Q7 — Select the desired languages.
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You want to display Q7 only if the answer to Q6 is YES.

If you set up the conditional behavior in Q6, you will create a FROM constraint like so:

Constraints from this question +
Question Operator Value Result Constraint type
if[Q6] Do you need a manual?| is equal to ¥ | Yes --- [then| Select the desired lar| --- || is visible =
CONDITION RESULT

If you set up the conditional behavior in Q7, you will create a TO constraint like so:

Constraints to this question +
Question Operator Value Result Constraint type
ili Do you need a manu| --- | is equal to ¥ || Yes --- [then[Q7] Select the desired languages| is visible
CONDITION RESULT
Whichever way you choose to set it up, the constraint is mirrored in the other question
involved.

Other Operations on Questionnaire

Each row in the questionnaire is associated with a set of icons, which allow you to
perform several actions. There are also buttons with additional functionalities related to
guestionnaires.

Ul Control | Description

Icon
Delete a row
= | Move a row up or down (click and drag)
Edit the settings of a question, sub-section, or section
%1 | Duplicate a row
Button

Preview | View the questionnaire as it will be displayed to respondents

Promote | Save your questionnaire as template.
to

template Clicking this button opens a new page where you can submit your questionnaire for approval.

Once approved, the questionnaire will be added to the template list.
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Uploading a Questionnaire Using an Excel File

Editing a questionnaire using Microsoft Excel® involves the following steps:
= Downloading the questionnaire in Microsoft Excel® format

= Editing the questionnaire: you add or edit sections/sub-sections and questions
in the downloaded Microsoft Excel® file.

= Importing the questionnaire: you upload the questionnaire in IVALUA.

Downloading the Questionnaire in Microsoft Excel® format
1. Display the Questionnaire tab.

2. Click the appropriate Download in Excel Format option, depending on the Microsoft
Excel® version you are using.

Drop here your questionnaire (in Excel format)

@15 Download in Excel 2007-2010 format (xlsx)

@ Download in Exce

4
£
9

7-2003 format {xIs) @j Click or Drag to add a file

The download process will vary depending on the web browser you are using.
3. Save the file to the desired location, and then open it in Microsoft Excel®.

Adding or Editing Sections or Questions to the Microsoft Excel® File

The Microsoft Excel file includes several sheets (tabs):

Instructions Questions Constraints ‘

= An “Instructions” sheet: contains instructions for using the file; we recommend
that you peruse this tab.

* A “Questions” sheet: contains all the questionnaire sections/sub-sections and
questions.

= A “Constraints” sheet that lists conditional behaviors associated with questions

This section will guide you through the creation and editing of questions and constraints.

Questions

An easy way to figure out how to create the various types of sections, sub-sections, and
guestions, as well as set related options is to create test questions of each type, and then
download the Microsoft Excel file.

A B L& D E F G H I J K
Acomment can be
Selector Choices foranswer Mandatory Answer added to clarify the

= [ answer

Multiple evaluators Display mode
allowed (answer)

File can be attached Multiples answers
to the answer allowed
-]

Description / Hints Type

1 -] |-} -] -}

2 |Laptop Technical Specificati section Yes No No No No

Black=0
What is your preferred laptop color? List of values |No Dropdown list Platinum=0 No No No No
3 Does not matter=0

4 [When do you expect the first delivery? Date No No No No No
5 Policy Section Yes No No No No
Less than 3 business.
What is an acceptable delivery service for . days;=0
. s List of values |No Dropdown list . No No No No
malfunctioning devices? 3t05 buisiness
6 days;=0
7 |HotLine Section Yes No No No No
- - Yes=0
o DO You require support in French? List of values |No Dropdown list s No No No No

Yes=0
Do you require support on Sundays? List of values |No Dropdown list Noo No No No No
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The table below describes the import file columns and gives instructions on how to fill
them out:

Column Description

Name of the section/sub-section or current question (free text)

Further explanations or instructions to guide respondents

Section, sub-section or question format type.

To access available types, click the cell: an arrow will appear to the right of the cell;
click the arrow and select a type from the list:

(only for sections and sub-sections)

Indicate whether more than one respondent can be assigned to the section or sub-
section.

(only if Question Type = List of values)
Indicate how you want your choice list to be displayed.

Possible values: Buttons, Dropdown list, Checkbox, Radio buttons, Stars

(only if Question Type = Selector)

Name the selector to be displayed (e.g.: State, Country, Incoterm, etc.)

(only if Question Type = List of values)

List possible answers using the following syntax: Value=X, where “Value” stands
for a possible answer and “X” is the number of points assigned to that answer
(since questions are not scored for Requirements Gathering questions, assigned
points will all be equal to zero)

Example:
Yes=0
No=0

Possible values: Yes/No

“Yes” to set the question as required: respondents will not be able to submit the
questionnaire unless they have answered all required questions.

Possible values: Yes/No

“Yes” to add a comment area that will allow the respondent to attach comments to
his response, or “No” to discard the comment area.

Possible values: Yes/No

“Yes” to add a file upload area that will allow respondents to attach a file to their
response, or else type “No” to discard the file upload area.

(only if Question Type = Selector or List of values)
Possible values: Yes/No

“Yes” to allow respondents to choose more than one answer to the question
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Constraints

A

il Section ﬂ Question ﬂ Operator Rd Value ﬂ Section Result ﬂ

2 |Manuals

B

Do you need a manual?

C

is equal to

YES

D

E

Manuals

Result ﬂ
Select languages

G

Constraint type R4

is visible

|Laptop Technical Specifications

Do you require support?

is equal to

Yes

Laptop Technical Specifications

Select languages

is visible

The table below describes the columns from the Constraints tab:

Column

Description

Section

Name of the section that contains the question to evaluate

Question

Question whose response will be evaluated

Operator

Comparison operator: Is equal to, Is not equal to, Contains, etc.

Available operators depend on the type of question.

Value

Value the response will be evaluated against

Section Result

Name of the section that contains the question affected

Result

Affected question

Constraint type

Behavior if the condition evaluates to true

Uploading the Microsoft Excel® Questionnaire Back Into IVALUA

1. Drop the Microsoft Excel® questionnaire file on the file upload area, or else click this

area and select the file.

@
E

o o

7-2010 format (xIsx)

§7-2003 format (xls)

[UJ Click or Drag to add a file

Drop here your questionnaire (in Excel format)

The Questionnaire Export/Import window will be displayed. This screen presents a
list of found errors and gives a summary of the sections, sub-sections and questions
that will be imported.

Questionnaire Export/import

soe e

SUMMARY OF CHANGES THAT WILL OCCUR

Manuals

=R

2. Click Import items to import the questionnaire. A message will indicate that the
import was successful.

3. Click Close to go back to the Questionnaire tab and view imported questions.
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Selecting Respondents
Respondents are assigned in the Questionnaire tab.

If you have copied your questionnaire from a survey or a template with respondents
already set up, these respondents will be copied into the current survey.

However, you can select other users by applying assignment rules or manually.

DEFAULT RESPONDENT RULES

This is
For Or: +Addthe Rule = Re-execute Rules where you
= Sourcing Team (RFP) will answer the questions of All Sections set _Up
assignment
rules
Preview  Copy from. *
Type Section/Question Mandatory € Answers Multi Respondents s Th|S iS
= & D Section v Laptop Technical Specifications U where you
. perform
= & @ Listofvalues ¥ The maximum weight considered for the laptop is 5 pounds. Is o Custom List
v c manual
= & @ Listofvalues ¥ What s your preferred laptop color? » Custom List assignments
= 2 Date v When do you expect the first delivery? L
i = & @ section v Replacement Policy i
= & @ Listofvalues ¥ What is an acceptable delivery service for malfunctioning devices? LR Custom List

Creating Respondent Assignment Rules

The respondent rules define how respondents are assigned to your questionnaire. You
can create rules by using the Sections, Respondents and Roles selectors.

Questionnaire Sections Respondents Roles

DEFAULT RESPONDENT RULES

For: |All Sect -~ mlAssign ent -~ | Or:|Aro - | +AddtheRule = Re-execute Rules

1. Select the desired sections in the Sections selector (if it is displayed and you wish to
restrict your rule to a given part of the questionnaire).

2. Select the respondents. Use the Respondent selector if you wish to hame a specific
user. Otherwise, select a role.
A role is a function that calls on users responding to a number of criteria. In this
context, the chosen role should be in relation with sourcing project requirements.
Here are some examples of available roles and a description of the users they return.

Label a Description

Sourcing Team (RFP) =]

Internal Team (Supplier, Contract, Sourcing event =] tract, Sou Y 3 uthorization™is s

only the people havin uthorization in the team will be ret

Suppli

€

A c c - s0u
Associated Sourcing Event's Team (supplier scoring) «B

w
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3. Click the Add the Rule button.

The new rule is inserted into the rule list and applied.

DEFAULT RESPONDENT RULES

Create a (D .
rule
= Sourcing Team (RFP) w the questions of All Sections
= Aaron BELL will answer the questions of All Sections
Type Section/Question
= % Section v Laptop Technical Specifications
= %] Listof values ¥ The maximum ed for the laptop is 5
= List of values ¥
= & 9 Date v
Section v
= & @ Lstofvalues ¥ What service for malfunctio
Notes

@

+ Add the Rule

ng devices?

Assign Respondents

£ Re-execute Rules

Preview  Copy from. +
Mandatory € Answers Multi  Respondents <
e Sam BONNET
0 Custom List

o Custom List

P Custom List

In your questionnaire each section and sub-section contains the Several respondents allowed option.

If this option is deselected, only one respondent can be assigned, and the rules are applied in the order they are

defined in the rule list until a respondent is found.

If this option is selected, all the rules are applied, and all users found are added as respondents.

If you have multiple rules, you can reorder them by clicking the Move row icon = next to
the rule you wish to move and dragging it to the desired position.

To re-apply the rules after you have modified the rule list (reordered or deleted some of
them), you must click the Re-execute button. Similarly, use this button if you have
manually assigned respondents and wish to go back to the rule assignment.

Manually Assigning Respondents

The Respondents column in the questionnaire grid allows to manually add or remove

respondents.

1. In the Respondents column, click inside the cell you wish to edit. The cell becomes

editable.

2. Select the desired user or remove the existing one.

Type Section/Question

= & @ Section v Laptop Technical Specifications

¥ & Listofvalues ¥

@ Listof values ¥

n

= & @ Date v
Section v Replacement Policy
= & @ Lstofvalues ¥ What is an acceptable delivery service for malfunctioning devices?

3. Save the campaign page.

Mandatory € Answers Multi Respondents

4 Sam BONNET

r Custom List

Custom List

o Custom List
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Opening the Campaign for Input and Tracking Progress

Opening the Questionnaire Forms for Input

Once your campaign is completely configured, you can open it to enable respondents to
complete the questionnaire. To do so, click the Open for Answers button. This will
trigger an email notification to the selected respondents.

Remember that the begin date on the Gen. Info tab is displayed for information purposes
only. Even if the begin date is reached, you must open the campaign manually.

As long as the campaign remains open, the respondents are able to complete the
guestionnaire and submit it for approval.

Tracking Progress

You can monitor the completion of the campaign progress on the Gen. Info tab. The
campaign progress is computed as the number of answered questions related to the total
number of your campaign questions.

i Gen. Info =
Campaign : |Polymeéres - AMER Cosmetics August 2018 » Begin Date: [2/13/2018  [7]
End Date : |4/30/2018
Description : 4 2
Autoclosure :
Status: O
Type : Gather Requirements Cwner: | YOUNG Emma l pen
; : Progress : ] 58%

Organization : |Clarity Turbo : |DIR - Direct
Attached file: | () Click or Drag to add a file b

You can also visualize each response progress on the Evaluations tab.

.all Evaluations

Status v m 4~ Reset Send Reminder
8%  Questionnaire Evaluator Progress Status Last reminder (your local time)
| & Polyméres - AMER Cosmetics August 2018 Harris Mary | 75% In progress
] & Polyméres - AMER Cosmetics August 2018 Smith Adam I 100% In progress
] & Polyméres - AMER Cosmetics August 2018 DupuisAlain [ 0% In progress
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Sending a Reminder to Late Respondents

On the Evaluations tab, select the checkbox of the respondents you wish to send a
reminder to, and then click Send Reminder. Selected respondents will receive an email
notification.

The date and time the reminder is sent is logged in the Last reminder column.

i Gen. In & Questionnaire il Evaluations ¥ Workfl

Business Project: ~- | Status: v m Send Reminder

% Polymers - AMER Cosmetics August 2018

8  Questionnaire Evaluator Progress Status Last reminder (your local time)

éres - AMER Cosmetics August 2018 Harris Mary N 75% In progress
AMER Cosmetics August 2018 Smith Adam [ 100% In progress
Cosmetics August 2018 Dupuis Alain [ ]0% In progress  2/13/2018 3:23:10 PM

b

& Polyméres

Polyméres - AMER
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Reviewing and Approving the Completed Forms

Accessing Questionnaire Forms
Once a respondent submits a completed questionnaire, you receive an email notification.
To review the questionnaire, click the link provided in the email.

You can also access the questionnaire directly from the IVALUA web Ul:

= In your pending validations list
= In the Evaluations tab of your survey campaign.

aire all Evaluations ¥ Workfl -

Business Project: s

% Polymers - Cosmetics

Evaluator Progress Status Last reminder (your local time)

Cosmetics - Template Harris Mary [ 100% Review in progress
- AMER Cosmetics - Template Smith Adam [N 183%  In progress
* ) Polyméres - AMER Cosmetics - Template DupuisAlain [l ]40% Inprogress

8y Questionnaire

3 Resulis)

Approving or Sending Back a Completed Questionnaire

At this stage, you can approve the questionnaire or send it back to the respondent (for

example, to get more specific information on some questions).
=)

( b} w Answer Questionnaire : Polymeéres - AMER Cosmetics August 2018

Send back to Respondent m

@3 Download in Excel 2007-2010 format (xisx)
Organization : Clarity Turbo g Download in Excel 97-2003 format ()
Commaodity : DIR - Direct

Campaign : Polyméres - AMER Cosmetics August 2018
Label : Polymers - AMER Cosmetics August 2018

Respondent : Harris Mary

Laptop Technical Specifications . . )
Laptop Technical Specifications

Replace it P The maximum weight considered for the laptop is 5 pounds. Is this weight within your acceptable range?
100% ®
Lol Yes
100%
What is your preferred laptop color? [ J
Platinum
®

When do you expect the first delivery?

4/30/2018
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If you wish to send the questionnaire form back, you can use the Comment icon ¥
associated with each question to ask for clarifications or make any comment you deem
necessary.

| — Laptop Technical Specifications

1100 The maximum weight considered for the laptop is 5 pounds. Is this weight within your acceptable rangg2

Yes

When done, click Send Back to Respondent. The respondent is notified by email. He
can spot and access your comments by looking for and clicking on orange Comment
icons ¥, He can respond in the Internal Comment text box and re-submit the completed
guestionnaire. Comments are displayed in the Comparison tab.

Analyzing the Survey Results

The Comparison tab allows you to get a complete overview of the survey answers. Only
approved questionnaire forms are integrated into this tab. In the answer grid, each
column represents a respondent.

If you have a lot of answers, use the Contact filter to show the answers of a specific

respondent.
= Comparison
Q Search | +~ Reset
Contact: - | Sourcing Pr
Type Label Smith Adam - Polymers - Cosmetics - Answers Harris Mary - Polymers - Cosmetics - Answers
Section Laptop Technical Specifications
List of values What is your preferred laptop color? Platinum Platinum
Date When do you expect the first delivery? 3/19/2018 4/30/2018
Section Replacement Policy
List of values What is an acceptable delivery service for malfunctioning devices? Less than 3 business days; 3 to 5 buisiness days;
Section Hot Line
List of values Do you require support in French? No Yes
List of values Do you require support on Sundays? Yes

Closing the Survey to Input

There are two methods for closing a campaign:

= Autoclosure: if this option is selected in the Gen. Info tab, the campaign will
end automatically once the end date is reached. If it is deselected, the
campaign remains open after the end date passes, until you close it manually.

= Manual closure: To close the campaign manually, click the Terminate button
in the action bar. The campaign will close whether the end dated is reached or
not.

Once the campaign ends, its status switches to Closed. The status of questionnaire forms
that haven’t been submitted for approval changes to Cancelled and respondents can no
longer complete them.
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GATHER SUPPLIERS Step

Presentation

The suppliers step is where the list of potential suppliers is first gathered. Through the
process, including coming RFI and RFP steps, that list may be reduced, but on this
screen, it is best to include all possible suppliers.

This section describes the list of suppliers (below) and explains how to:
= Add suppliers to the list, p.64
= Create new suppliers, p.65

= Select a main contact for each supplier and making sure they have login
credentials, p.65

= Reduce the list of suppliers, p.66
= Extract the supplier list to MS Word®, p.66

List of Suppliers

Suppliers added at the Gather Suppliers step are listed as follows:

Add a supplier

Status Main contact Nature of consultation Risk C
M :
BRUNEAU Activated || RENE Marc (brunezu) ¥ | B 4 Knovn and uzed v Consulted | ©
GMEH
OFFICE
DEPOT  Activated | FRAZER Ian (email@email.com_ 5] ¥ | A L Known and used v Consulted W
INC
RoustS  activated | EBER Andreas (Mo login) ME 2 Known and used Y| 5.44/10 Censulted W

The table below gives a description of the fields and other controls in the list and how to

use them:

Icon

Description

X

Deletes the supplier from the preselection list

HEWLETT
PACKARD
FRANCE

Name of supplier

(clickable link that will display the Supplier Record in a secondary window)

Status

Status of suppliers in their approval workflow (Supplier Record)

Main contact

Main contact (to be selected among the contacts with a Validated déclarés dans la fiche
du fournisseur)

&

To automatically create login credentials for the contact and send them an invitation to log
in

To manually create login credentials for the contact

Indicates that the contact has been blocked (Contacts tab of the Supplier Record) and can
no longer log in to the application. Select another contact or edit the status of this contact.

N.B.: Blocked contacts cannot be selected. This icon indicates that the contact has been
blocked since it was selected.

To create a new contact for this supplier

Nature of
consultation

To log the nature of the supplier’s inclusion in the list (Known and used, New potential
bidder, Required by specialist/engineer)

Risk

When the Risks module is enabled, this column shows the risk rating obtained by the
supplier

Suppliers invited to bid: These are the suppliers who will be maintained in the list of
participants and who will be listed again in the subsequent steps of the project.

By default, all suppliers in the list have their checkbox selected. If you no longer want one
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of these suppliers to be invited to bid, you can:
= Delete it from the list (*): The project will keep no trace of their selection

= Unclick their “C” checkbox: The supplier will no longer be listed in the subsequent
steps of the project, but their selection early in the project wil be recorded, as well as
any comments/files attached

y Click to insert a comment about the choices made or to attach a file to this supplier, or
else to view existing comments/attachments.

The presence of comments/attachments is signaled by an orange icon

Adding a Supplier to the list
1. Display the Gather Suppliers step.

Quick search Access to supplier selector

Add a supplier

2. Search for and select suppliers.
To do so, you can use the quick search field or access the supplier selector for a
more targeted search.

= Quick search: In the search box, type parts of supplier's names to quickly
search the supplier database. NOTE: The behavior of this auto-complete field
is configurable: by default, only suppliers within the scope of the Sourcing
Project (defined by the commodity family) will appear; however, this
restrictioncan be cancelled (parameter "bpm_supplier_restrict_family").

off | Add a supplier |

JFFICE DEPOT

nus-Pauling-5Str 246 63762 OBOSTH

Linus viing-Str. 246 63762 &

OFFICE DEPOT INC

6600 North Military Trail 33436 BOCA RA

= Selector: click the button Add a Supplier.

A supplier selector will display. By default, suppliers are filtered on the main
commodity of the Sourcing Project (can be modified).

Select the appropriate filters, and then click Search.
Select suppliers by selecting their checkbox. You can also do a mass
selection by clicking 43 in the column header.

Suppliers selected here are but a preselection: you will be able to reduce this list in
this step (p.66) or during the next step (p.124).
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Creating a New Supplier

If the supplier you wish to add is not yet in the IVALUA supplier repository, you may add
them here, without opening the Supplier Repository (functionality is available to the
Sourcing Project owner or any contributor who is granted the authorization to create new
suppliers).

1. Inthe Gather Suppliers step, click the Add a supplier button.

2. Inthe window that will display, click the Create new supplier button.

3. Fill'in the Supplier Record, and then click Save and close.

Suppliers added this way will be automatically added to the Sourcing Project’s
supplier list but will also be added in the repository and may be subject to supplier
management processes run on suppliers in certain states.

Selecting a Main Contact for Each Supplier and Making Sure They Have Login Credentials

The main contact is the person who will be receiving subsequent communications (like
Requests for proposal). To access and respond to future communications, this contact
must be able to log in to the IVALUA supplier portal; to do so, they will need a user
account.

When selecting the main contact for each supplier, you will encounter one of the following
situations:

= The contact already exists in the Main contact list and has an account login
and password assigned (login displays in parentheses).

=> All you have to do is select the contact.

= The contact exists in the Main contact list but does not have an account login
and password assigned (this is noted in the parentheses next to their name).
- You can select the contact and create their user account using the icons #
and &

= The contact is not in the Main contact list (it was not created in the Supplier
Record).
=>»You can create a new contact by clicking the icon

Fill in their record and click Save. After saving, the icons & and £ will appear
in the record, allowing you to create a user account for the contact.

|n +  Supplier contact management =l =]

+ Login information
+ Identity

Salutation : v

L . legin

Last name : [Doughtry
First name : [Tony
Emzil ¢ |email@email.com
Phone : +
Cell Phone : +
Fax : +
Position :

Internal identifier :

/—\/_\_/
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Reducing The Supplier List

By default, all suppliers added to the suppliers list will be invited to participate in the RFx
and will be listed in the subsequent steps of the project. This is materialized by the
selected checkbox in the “C” (consultation) column.

You may reduce this list as needed by deselecting the checkbox.

Extracting the Supplier List to MS Word®

Extracting the suppliers list allows you to use it outside of IVALUA.

1. On the Gather Suppliers step, click Extract supplier list. A window of Sourcing
Process templates will appear.

2. Click the icon *E of the template to use. The file will be downloaded to your
computer following the procedure of your web browser.
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PREPARE RFP Step

Introduction

Presentation

The RFx step allows for:
= Creation of a set of documents for consultation with suppliers

= Management of different elements of the request (table or grid of items,
suppliers to invite, questions to ask, and documents to consider)

= Preview of the request elements from the suppliers’ point of view as a test
before they are sent to the supplier

= Sending the request to all invited suppliers

Since the RFx may include many rounds and/or different lots, the RFx step manages the
creation, diffusion and closure of each of these elements.

RFx Types
Sourcing Project types may be associated with one or many RFx types.

The configuration of each RFx type, by extension, determines the following:
= The format of the RFx (tabs and their contents and how they are seen
differently on the buyer side and the supplier side)
= Available advanced options

= The format of later stages when the responses are analyzed (for instance, no
awarding functions if the type is RFI)

If the Sourcing Project is associated to multiple RFx types, the Sourcing Owner may
choose the specific type from the RFx Type dropdown field on the General Information
tab of the Prepare RFP step.

n “ Sourcing process : BPM000109 - Servers - Prepare RFP

= Project Steps
b Lot 1 : Ordinateurs portables (Round 1/ Round 2/ Round 3 ()

+ Set up your Request on this tab, setting dates, options and statements

- f——
£

Label : Servers

IRF>c type : | Request for Info and Quote ¥ *I Is a template
Lot #: 10 Process
Round #: 3 i}
Begin date : E e (h:mm:ss tt)(your local time) RFX auto opens
Bid Due Date : E s (h:mm:ss tt)(your local time) RF¥ auto closure
Prepare RFP = Advanced options

Suppliers can see their rank
Suppliers can see the best bid

Sealed bids

jonnaire on

After the RFx is sent, the choice of RFx type cannot be modified.

L
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RFx Contents

Depending on the RFx type and configuration, the following tabs may be available:

Tab Description
= Name and round/lot numbers of the RFx
= RFx Type (if multiple are available based on the configuration)
Setup = Open and close dates as well as auto-open/auto-close options
= Advanced options
= Open text fields for noting the nature of the Process and the Summary of the
request
®  Grid of items for quotation
= Multiple grids are possible, each with its own specific columns
Questionnaire Create or import a questionnaire (RFI)
RFx Exhibits Attach documents for review by Suppliers
) Further reduce the list of suppliers (from the Suppliers step) that will be invited to
Suppliers respond to this specific request.
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RFx Multi Round/Multi Lot

IVALUA lets you manage your RFx by lots and/or rounds:

= Lots: multiple lots may be managed simultaneously. For example, for a major
commodity, several sub-commodity lots may run in parallel.

= Rounds: as results come in, the buyer team may elect to follow with another
request building on the previous responses, perhaps adjusting target pricing
or down-selecting certain suppliers as the rounds progress.

If the RFx includes more than one round, the different rounds and lots are listed at the top
of the page and the round that is currently displayed is highlighted:

= Project Steps

v Stand salon "E-Achats” 2014 - RFx .

Infos générales

Lot 1 ¢ Stand salon "E-Achats” 2014 (Round 1/ Round 2)

* Lot 2 ¢ Supports publicitaires salon "E-Achats" 2014 (Round 1 Q)

Description du RFx Fournisseurs & consulter

* Configurez votre RFx : dates, options, et résumé/déroulement

wr Cnnl"iguratmn du RFx

Libellé : Supports publicitaires salon "E-Achats" 2014 *
) Type de RFx @ |ﬁq0 standard |* [ Est un modéle
: nelot: g @
s N® de Round : |_°
Date de début : |1?;03J2014E|30 00:00 (HH:imm:ss)(UTC+1) [ Quverture automatique

Suivi des réponses Date de cléture : p1£03f2014ﬁ|30 00:00 (HH:mm:ss)(UTC+1) | Fermeturs sutomatique du RFx

= Options avancées

5 Evaluation des o [ Le fournisseur voit son rang
- UM . J'”M \f\ \_/\\\

Upon opening the Prepare RFP step, the most recent open round shown.
Change the round/lot you wish to see by clicking on the round noted within the lot. This
choice is remembered until you exit the Sourcing Project
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Creating an RFx

Presentation

You may create an RFx from scratch, from a template or from a previous RFx in the
system.

Creating a New RFx From Scratch

1.

When you enter the Prepare RFP step for the first time, only the General Information
tab is active.
Certain fields are already filled in (change them if necessary):

= Name of RFx (copy of name of Sourcing Project)
= Lotand Round are setto 1
= Begin Date for the RFx is defaulted to the date RFx step is opened.

If the current Sourcing Project allows for the creation of different types of RFx, there
will be a RFx Type drop-downlist: Select the RFx type you want to create.

Select a Bid Due date

Save.

Depending on the RFx type, different tabs are now activated across the top. In
addition, specific Advanced Options are now noted at the bottom of the RFx Setup
tab.

Modify Advanced Options (see page 77).

Fill in the Process and Summary text boxes as necessary. These text boxes have a
formatting bar available if necessary.

Save.
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Creating or Completing an RFx Based on a Template or Previous RFx

Round copy allows you to copy certain elements of a template round or a regular round
attached to the same commodity (for instance, you may create an RFP based on an RFI).

1. If the RFx has not vet been created and you want to create it from a template or
other existing round from the Sourcing Project, select the type of RFx (if choices are
available), and then click the Other Actions > Create from Template button on the
action bar.

If the RFx already exists and you want to import aditional elements from a template
or other existing round from the Sourcing Project, click the Other Actions > Get
data from RFx/Template button on the action bar.

The window Create new round copying previous one opens. It lists the rounds of the
current Sourcing Projects and templates attached to the same organization,
commodity and umbrella project (if any) as the current Souricng Project. You may
elect to remove or change these filters depending on your authorizations.

You can use the Template only checkbox to display only RFx that are marked as
templates (see also Managing RFx templates, p.74).

=1
Create new round copying previous one = e X

= Filter

Commodity : |20 - Office Furniia Organization : [New Orleans a Project : [PRJ - Projet Hima

Templates only labelliteral_rfp_1 m
Type b Lots Roundk Label ¥ Begin ¢ End date Status b
Request for Info and Quote 1 1 Consultatiocn Bureau 4/6/2014 |4/21/2014 Achieved
s) Reguest for Info and Quote 1 2 Consultation Bureau 4/5/2014 4/22/2014 Drafted
Request for Info and Quote 1 3 Office Furniture 4/28/2014 Open for bidding
3 Result(s)

+ Duplication

Choose what to copy from current RFx:

Data Keep unchanged Copy and add Copy and replace

Gen. Infa.
Columns
Items
Questicnnaire
Documents

[Bicreste ] creste and dose [ Gose
1

2. Select the RFx you wish to copy.

3. The Duplication area opens up based on the contents of the chosen RFx.
Elements that may be copied may include the following:

Data Description
Gen. Info. Data from the Setup tab
Columns Columns from the quotation form (ltems tab)

Select to copy the quotation grid format, sans copier son contenu (les items).

Items Rows from the quotation form (ltems tab)
To copy the quotation grid format and its content (items), select both Columns
and Items.

Questionnaire Questionnaire from the Questionnaire tab

Documents Documents from the RFx Exhibits tab

Evaluations Proposal evaluation setup (questionnaire, weights, evaluators, etc.)
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For each element, possible actions are:

Action Description
Keep unchanged Element will be ignored
Init from template (only when creating a new lot or round)

To copy the structure of the template without the data it contains (format of the
quotation form without the items, for instance)

Copy and add To add the selected data to a new round or to existing data of the current
round
Copy and replace To copy the selected data and replace existing data

4. Click Create and Close.
A window will pop up to confirm and summarize the action.

5. Click Continue as confirmation.

6. Be sure to review. Especially:
= Dates that may need updating from the old event.
= Advanced options which may be different

7. Save.

Managing Lots

Creating a Lot
1. Select the Prepare RFP step.

2. Click on the button Create a new lot.
The Create new round copying previous one window pops up. You are presented
with existing rounds of the Sourcing Project.

=
Create new round copying previous ona = e x
= Filter
Commodity @ 201 - Office supa Organization : [Orsay a Project : a
Templates only labelliteral_rfp_1 m
Type b Lot b Round k Label ¥ Bagin b End date ¥ Status b
s Reguest for Info and Quote 1 1 Paper 4/25/2014 4/29/2014 Open for bidding
1 Result(s)

w Duplication

Choose what to copy from current RFx:

Data Keep unchanged Init from template Copy and add

Gen. Infa.
Columns
Items
Questicnnaire
Documents

Bicreste ] creste and dose [ Gose
]

3. Select the round that will serve as a template for the new lot.
4. Inthe Duplication area, deselect those elements you do NOT want to duplicate.

5. Click Create and Close.
The new lot is created with a status of Drafted.
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Managing Rounds

Lifecycle of a Round

Below are the status of a round from opening to closure:

State

Trigger action

Description

Drafted
Open to bidding

Achieved

Proposals available
(for Sealed bid
offers only)

Create round
Send to Suppliers

Close Round

Open sealed bids

The round is in the course of being defined.
The round is sent to the suppliers for bidding.

The round is closed and no supplier can
submit offers.

For sealed bids, the buyer may now open the
offers.

Buyer may now analyze sealed bid offers.

Creating a New Round

1.
2.

o

Select the Prepare RFP step.

The new round will be added to the currently displayed lot; so if you have several
lots, be sure to display a round from the lot you want to add the new round to.

Click on the button Other Actions > Create a new Round.
The Create new round copying previous one window pops up. You are presented
with existing rounds of the Sourcing Project.

Select the round that will serve as a template for the new round.
In the Duplication area, deselect those elements you do NOT want to duplicate.

Click Create and Close.
The new round is created with a status of Drafted.

Closing a Round

1.

2.
3.
4

Select the Prepare RFP step.
Display the round you want to close.
Click the button Other Actions > End RFx round.

Confirm the closure and click on the button OK.
The round is closed and its status moves to Achieved.

It is possible to re-open a closed round by clicking the Open button.

Deleting a Lot/Round

Users with required authorization may delete an RFx as long as it isn’t open for bidding.

1.

2
3.
4

Select the Prepare RFP step.

Click on the round that will be deleted.

Click the button Other Actions > Delete RFx.

Confirm the pop up mesage by clicking on the OK button
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Managing RFx Templates

About RFx Templates and Duplication

It is possible to copy data from any RFx to another whether the source RFx is a template
or not.

However, it is also possible (and perhaps recommended) to filter the RFx list to show only
templates.

[ Create new round copying previous one oo ox |

= Filter

Commeodity : 20 - Office furni a Organization : B Project : [PRJ - Projet Himu
¥ Tempiates only labeliteral_rfp_1 (Q search |

Type b Lotk Roundk Label ¥ Begin b End dats ¢ Status b
) |Reguest for Info and Quote i i Consultation Bureau 4/6/2014 4/21/2014 Achieved
() Request for Info and Quote i 2 Consultation Bureau 4/6/2014 4/22/2014 Drafted
() Request for Info and Quote 1 3 Office Furniture 4/259/2014 Open for bidding
3 Result(s)

= Duplication
Choose what to copy from current RFx:

Data Keep unchanged Copy and add Copy and replace

Gen. Info. O]

R

To obtain further instructions on duplication, see Creating or completing an RFx based on
a template or previous RFx, page 71.

Marking an RFx as a Template
1. Select the Prepare RFP step.
2. Open the Setup tab.
3. Select the option Is a Template.
4. Save.

RFx Exhibits Confirm Invited Suppliers

w Sat up your Reguest on this tab, setting dates, options and statements

+ HRFx Settings

Label : |Office Furniture [*
RFx type : | Request for Info and Quote ¥ |* I ¥ 1= 3 template
Lot #: 10
Round # : Elﬂ
Begin date | |@| h:mm:ss ttl[h:mm:ss tt)(your local time) [ RF¥ auto opens
: I‘_L-"BU.-"EU 14 % 12:00:00 ANH:mmiss tt){your local time auto closure
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Opening and Closing an RFx

Setting the Opening and Closing Dates of the RFx

The Bid Due date must be set in order to allow for the RFx to be sent out.
1. Gotothe Prepare RFP step.

2. On the Setup tab, set the Begin date and Bid Due date. You may use the calendar
icon FH to select the dates instead of typing them in.

3. Save.

Some Advanced Options may affect the closure date (“Buyers can change bid due date”).
For more details, see Setting Advanced Options, page 78.

Choosing the Way the RFx is Opened

Presentation
Opening the RFx for bidding allows for invited suppliers to respond to the request.

It can be done in 2 ways:
= Automatic open on the defined Begin date
= Opening at the moment of sending the RFx

Both methods are detailed below.

Automatic Open on the Defined Begin Date

To set the RFx to open automatically upon the date set in the Begin date field, select the
option RFX auto opens (on the Setup tab).

When you choose this option, a Validate button appears so that you can test the
coherence of all the dates in the RFx. Valid documents pass to the read-only state but
another De-validate button may be used to edit the RFx if necessary.

Choosing RFX auto opens allows for you to separate the sending of the RFx from the
opening of the RFx. That is, you could send the RFx ahead of opening for responses so
that suppliers have time to review it and prepare for the open proposal period.

Opening at the Moment of Sending the RFx

When RFX auto opens is not selected, the RFx is opened at the moment it is first sent out
to suppliers. Both events (sending and opening) occur concurrently (see Sending the
RFx, page 127).

Choosing the Mode for Closing an RFx
By default, an RFx round is closed when the user clicks the End RFx round button.

Depending on the configuration of the RFx an option to close automatically could be
available, could already be checked and could be locked from being de-selected.

If the option RFX auto closure is selected, the RFx status will automatically be changed to
Achieved status once the Bid Due date is attained.
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Re-Opening a Closed RFx

In the closed round you want to re-open, click the Open at the bottom of the page.

~ Sourcing process : BPM000100 - Office Furniture - Prepare RFP

= Project Steps

Setup Project

Discussion Forum
Setup Currencies
Track Project Miles...

Setup Documents

Requirements Gathering
Gather Suppliers

Prepare RFP

View RFP activity

Buyer demo v8.124 &

F Lot 1 : Consultation Bureau (Round 1 / Round 2/ Round 3 / Round 4)

m Quotation Form Define Questions RFx Exhibits ‘Confirm Invited Suppliers

~  Setup your Request on this tab, setting dates, options and statements

Label : Consultation Bureau

RFx type : Request for Info and Quote
Lot #: 1@

Round #: 1@

Begin date : 4/7/2014 12:00:00 AM{your local time)
Bid Due Date : 4/22/2014 12:00:00 AM(your local time)
~ Advanced options

Suppliers can see their rank

Suppliers can see the number of participants

Suppliers can ses the best bid

The RFx is opened in a Draft status.

Is = template

RF¥ auto opens

RFX auto closure

- Rrxetings 1 Preview and pub

STATUS @ (Achieved)
Process

Summary

11 Req. ! Q*g

.
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Working with RFx Advanced Options

Advanced Options define the rules governing many aspects of the RFx.

Option Description
Buyers can Buyer has an Acknowledge Receipt button to tell suppliers that their proposal has been
acknowldege duly received

receipt of bids

Buyers can bid on
behalf of suppliers

Buyer may fill out and send a proposal for suppliers based on, for example, the results
of an offline conversation with the supplier. This is important when some suppliers are
answering on the RFx in the system and others are sending their proposals over the
phone or in emails and attachments. The buyer, then, may capture the “offline” bids and
input them so all offers may be compared in the system.

This functionality may also be used to capture a counter-offer drafted by the buyer for
the supplier, but then further edited and eventually validated by the supplier.

Buyer can change
bid due date

During an open RFx the buyer may decide to extend (or accelerate) the process by
changing the bid due date.

Buyers can fill
questionnaire on
behalf of supplier

Buyer may need to capture offline responses to the RFI questionnaire by filling in those
responses on behalf of the supplier. This aids in the eventual comparison between
suppliers’ responses.

Buyer can access
and award un-
submitted bids

While supplier proposals are in the draft state, certain cases exist where a supplier may
want the buyer to view the draft and make suggestions before the final submission is
made by the supplier.

Supplier must sign
a Non Disclosure
Agreement

Certain organizations may require a signed NDA before allowing the supplier to see their
RFx.

Suppliers must
acknowledge

Suppliers are allowed to read but cannot respond to an RFx until they acknowledge
receipt and then mark their intention to respond.

Suppliers can see
the best bid

The value of the best bid is shown in the My RFx area of all other suppliers in the RFx
invited list.

Suppliers can see
the number of
participants

The number of suppliers invited to the RFx are noted on the My RFx screen.

Suppliers can see
their rank

The rank of the supplier among all other competing offers is noted on the My RFx
screen.

Sealed bids

Supplier responses are not viewable by the Buyer until the round is closed.
Choosing this option renders the following options unavailable for selection:
= Buyer can fill questionnaire on behalf of suppliers

= Buyer can bid on behalf of suppliers

Allow viewing of
detail RFx to
unconnected users

In public request for proposals, enable this option to allow suppliers to access the
contents of the request without having to register and be connected.

This option is not compatible with the option “Supplier must sign a Non Disclosure
Agreement”.

Availability and Setting of Default Options

The administrator defines which options are available for each RFx type, and:
= whether each option is selected or not, and
= whether the default value is changeable or not
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Setting Advanced Options

1. Inyour Sourcing Project, go to the Prepare RFP step.

2. In the Advanced options area, select and/or deselect the options as appropriate for
this round of the RFx.

3. Save.

ltems

The Items tab is where the buyer will define one or more pricing grids where he will note
the list of products and services to be sourced and any other cost items to be taken into
account. While not mandatory, this list of items and the supplier's guantitative response to
the request allow for a well-defined comparison of the proposals from different suppliers.

If an RFx is built from a Requisition, the lines of the requisition selected during setup are
automatically added to the Items tab. They may be adjusted on this tab, however, without
affecting the requisition.

If the RFx is created from scratch you may add items directly on the screen or upload
them using a MS Excel® form.

Item Types

Pricing grids may include the following cost elements:

Type d’item

Description

Required item

These are the items to be sourced per se (default).

Items are included in the proposal’s total amount.

Optional item

This type allows suppliers to offer optional items that relate to required items.

Optional items are not included in the proposal’s total amount.

Additional fees

This type allows suppliers to declare des codts additional costs linked to required items
(transport, for instance).

Additional fees are included in the proposal’s total amount.

Price Adjustment

Price adjustments are cost items that may be added by the buyer and that remain
hidden to suppliers (cost of a supplier change, for instance).

Price adjustments are included in the proposal’s total amount.
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Working With Pricing Grids

Presentation

By default, the Items tab contains the pricing grid(s) that have been predefined for the
selected RFx type.

Name of the pricing grid Actions button

(defined in the grid settings: full label or, if Access to grid and item management features (create, edit,
not provided, short label) delete)

Wnrkstatmns&cnnf.tahles—l |
(=3
Codeb Type code b Ttem b Quantity (V)b Unit (V) » Requested delivery date (V) b
12 " | Required [tem ¥ [* e v H i
x #IL [* Required Item ¥ |*/Conference Table 10 seats  [* 5.00000| =a. v Hs;ao;zou 224
x| o2 * Required Item ¥ [*/Open space workstation 4 ped* 40.0000| ea. A us_fso_fzou 2=
L I
| I
Columns filled in by the buyer Columns to be filled in by the supplier
(light gray column header) (dark gray column header)

The buyer may elect, however, to change the pricing grid by deleting, moving, or adding
columns as necessary (see page 81).

Where items differ greatly from each other, it is possible to create multiple grids so that
different columns can be added to capture the nature of the items requested or the
supplier response desired.

When the Items tab does not contain any grid (default grid has been deleted, for
instance), 2 buttons become available: Add grid and Import Excel grids. Use these
buttons to create new grids.

+* Create Quote Form on this tab by adding lines, new columns or importing from excel

Grid r Group ! Y Type: r

Adt o
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Managing Pricing Grids

To manage Pricing Grids click on the action buttons above the grid.

Click on...

To...

Add grid

Create a new pricing grid below the current one

Export grids to Excel

Import Excel grids

Use “Export grids to Excel” to download a template import file (will include
any item already added).

This file will be filled in offline, and then will be imported back by clicking
“Import Excel grids”.

Actions / Grid settings

Edit the settings of an existing grid

Grid settings include:

= Short label (required)

= Full label

= Display order among other pricing grids

The full label will be used as the grid title in the Items tab; if missing, the
short label will be used instead.

Actions / Duplicate this grid

Create a new grid based on the current grid with all the same columns,
items, the grid name and the display order incremented by 1.

Actions / Delete this grid

Remove the pricing grid
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Defining the Columns of a Pricing Grid

A number of different functions allow for defining the columns in a pricing grid. Right click
on the header of the pricing grid to access those functions.

X
»

%
%

Eb | Add a column

Delete this column
Column ssttings

Show columns :
[a]

Parent (Code)

Pars

In the menu that pops up, the following actions can be taken relating to columns:

= Create a column, see page 81

= Column Settings, see page 82

= Show/Hide/Move a Column, see page 85
= Remove a Column, see page 85

Creating a Column

1.

Select Add a column. A Manage Field screen pops up.

iIr
*®

Manage fields

+ Create a column
Code : [

Order : 71f*

Label : *

Type : v
mandatory :

Is axis convertible ¢
Drescription @

Visibility : v

Fill rule : r

Map to : B
[S2ve . new [ gisave | sove and cove | close |
.V

Fill in the fields referring to their definitions on page 82.

Save and Close to return to the Pricing Grid and see the newly added column. Click
Save and New to clear the screen and add a new column.
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Setting Column Properties

Where columns are editable, choose the Column Settings option to adjust the properties
of the column.

Properties defined here apply to all items on this Pricing Grid.

These properties are:

Type Property Description

All Code A unique identifier for the column (can be used to tag content in
a MS Excel template if the named fields functionality refers to the
code)

All Order Order defining the sorting of the columns

All Label Header title of the column

All Type Field type, including:

= calculated

= check box

= date

= drop down list
= decimal

= comment

= attachment

= RFxForm

= Monetary amount
= radio button

= selector

= text

= vyes/no field

The selected type determines which properties are available.

All Mandatory Enable to render column input mandatory

Un-filled mandatory columns will prevent proposal submission,
not data saving.

Caution: This property applies to all rows of all grids of the RFP
that include this column.

All Is axis Grid columns will be displayed in the Price Comparison table, in the
convertible Analyze RFP answers step.

Enable this option if you want to be able to select this column as an
analysis axis in the table.

All Description Free text describing the field

This description is available as a tooltip in the column header
wherever the grid is displayed, on the Buyer's side and on the
Supplier's side (price grid input by the supplier, review of
proposals by the buyer, and price synthesis).

All Visibility Choose a visibility rule that will specify:

= whether the column relates to RFP requirements (RFP) or to
supplier proposals (Supplier response)

= whether the column is hidden or visible to the supplier and
whether he can input data

Examples of each option are shown below:

= RFP field (visible to supplier) - for example: Qty, Request
date
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= RFP field (hidden from supplier) - for example: reference
price, internal comments

= Supplier response calc field (visible) - for example: the
calculated total price based on the supplier's input of unit

price * Qty
= Supplier response calc field (hidden) - for example: the

calculated total savings based on the target price - supplier's
price

= Supplier response field - for example: their unit price that is
being proposed

All Fill Rule Defines how sub-items are related to items
=  Fill sub-items and main item
=  Fill main item only
= Fill sub-items only
= Fill sub-items and aggregate sub-item values on main item.
This option is associated to a drop-down list where you can
select the type of aggregation (Sum, Max. value, Min. value,
Average, None)
All Map to Links a column to data in an object and field selected (from

requisition lines, contract terms, catalog items, etc.)

When the below
Types are chosen:
checkbox,
dropdown, radio
button, or yes/no

Possible Values

Allows the buyer to set the list of values that the suppliers will
select from in filling out the form/grid.

Fill in and Save to show more blank fields to add more choices.

When the below

Types are chosen:
decimal, monetary
amount, calculated

This column
contains total
value

Used to specify the final column to be used in comparing
responses.

This property must be assigned to a colum (and only one) so that
you can:

= Designate the awardee for proposal lines on the Analyze
RFP reponses step.

= Designate the starting price for a future reverse auction step.

Selector

Is item currency

Allows you to make the currency selectable by the supplier at item
level (the proposal can thus be multi-currency)

To work properly, this option requires that the following properties
be set on the column:

= Type = Selector

= Selector = RFx currencies

= Visibility = Supplier Response field
= |sitem currency = enabled

=  Fill rule = Fill in main item only

when the below

Types are chosen:
decimal, monetary
amount, calculated

Size

Size of the field in number of characters

when the below

Types are chosen:
decimal, monetary
amount, calculated

Scale

Number of decimals

when the Type =
“calculated”

Formula

Apply a calculation using the defined fields. The typical example
is the total price field which multiplies the quantity by the unit
price.

In the formula, each column noted is referred to by their Code.

The syntax used to write calculations is defined by the Property
DataColumn.Expression of the .Net Framework 4 from Microsoft.
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More details are available at:

http://msdn.microsoft.com/fr-
fr/library/system.data.datacolumn.expression.aspx

For our context, the most used terms are:
Math Operators:

=+ (addition)

= - (subtraction)

= *(multiplication)

=/ (division)

= % (modulo)

And the following functions:

= ISNULL

Description checks an expression and either returns the
checked expression or a replacement value.

Syntax ISNULL(expression, replacementvalue)

Arguments ey pression -- The expression to check.

replacementvalue -- If expression
is , replacementvalue is returned.

Example ISNULL(QTY,1) * UNIT_PRICE

Using this formula in the Amount column returns
the total price for the line item by multiplying the
unit price by the quantity; if the quantity is not
filled in (null), then the unit price is multiplied
by 1.

You can edit this formula and apply it to other
fields. For instance, you could use it to create a
Discount column or a Transportation Fee
column that would alter the total price, etc.

= |IF

Description/Gets one of two values depending on the result
of a logical expression.

Syntax IIF(expr, truepart, falsepart)

Arguments expr -- The expression to evaluate.

truepart -- The value to return if the expression
is true.

falsepart -- The value to return if the expression
is false.

Example IIF(total>1000, 'expensive’, 'dear’)
= CONVERT

Description Converts particular expression to a specified
.NET Framework Type.

Syntax Convert(expression, type)

Arguments expression -- The expression to convert.

type -- The .NET Framework type to which
the value will be converted.

Example convert(ISNULL([TAX],'0"),System.Decimal)

where TAX is a column that contains a tax
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rate selector (possibles values '5.5', '10' ....
text strings that can be converted into
numbers)

when the Type = Size
Comment or Text

Maximum size of field in number of characters

when the Type = Selector

Choice of which pre-defined drop down list from the application
Selector database may be used.

Showing/Hiding Columns

In the contextual menu that can be accessed by
right-clicking the column headers, all the columns
for the pricing grid are shown. Where they are
checked, they are visible on the pricing grid. When
they are not checked, they are hidden. Those in
grey are locked from the Show/Hide functionality.

Note that choices here affect only the display.
Hiding a column does not remove it from the grid.
To remove a column from the grid, you need to
delete it (use the Delete this column functionality in
the same menu).

Reordering the Columns

To reorder the columns, hover over the column’s
checkbox in the contextual menu. When your
mouse cursor turns into a cross, hold down the left-
click and drag the column to a new position in the
list. The new column order will be mirrored in the
grid.

Deleting a Column

AN AR

Show columns :
(o]
[1]
Code
Parent {Code)
Parant
Group
Type code
Tt=m
Commaodity
Order
Quantity (V)
Unit (V]

Requested delivery date (V)

Item ref. (V)
Unit price (V)
Deelivery date (V)
Amount (V)

Grid page siz= 3|15

Right-click the column you want to delete and select Delete this column from the

contextual menu.

A column containing data already cannot be deleted.
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Entering Items Into a Pricing Grid

Creating a New Item in the Pricing Grid

To create an item, click on the Actions button and select the option Add an item. The
item form pops up.

Item management

=)
[
Name i £ Grid : Workstations & conf. tables
Code : >
Quantity : £S5 0 Ly
Order : | 12
Unit M| --- |
Commaedity : u
Requested delivery date : E

Type i | Reguired Item T |*

w» Advanced Item Mgmt

Parent item : u

Group L

[s2ve & now Jgisave | saveand close | close |

&

The form for creating items allows the user to fill in all the fields from the grid that need to
be entered on the buyer side.

Each item should be identified by a unique code (see Management of unique identifiers
for items in the pricing grids, page 89), a name and a type.
Alternative Ways to Create Items

Right clicking on an existing item brings up another menu offering the following alternative
ways to create items:

Function Description

Insert an item Creates a new item and inserts it above the item you right-clicked
Duplicate this Copies the item you right-clicked and inserts the copied item right below it
item
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Item Groups and Sub-ltems

An item can be attached to an item group and can be broken down into sub items:
= Item groups are created and selected in the item creation form.

Groupe : El Select group
% Create new group
rd Edit selected group

= Sub-items are created either by selecting a parent item for an existing item, or
by right-clicking the parent item, and then selecting Create a sub-item.

Groups, items and sub-items are displayed as follows:
You can create groups from any item.

You can then attach the item to its group.

Code b Parent (Code)r Parenth Group b Type code b Itembk Order =
s [* u v |Fp | Required Item ¥ [ *

x| #11 [* ¥ |Bs | Required Item ¥ [FTtem 1 * i
x #1232 * |11 Item 1 u Group 1 ¥ | # | Reguired Item ¥ * b |Sub-itemn 1 W i. 12
¥ #14 [F 11 Item 1 u Group 1 ¥ | #  Reguired Item ¥ * b |Sub-itemn 2 [ 1. 22
x| #1z J* u v |[Ep Required Item ¥ [*[tem 2 * z
An item will become a sub-item The order number of a sub-item is a

as soon as it is attached to a sub-number of its parent item. If the

parent item. parent item’s number is 1, then sub-

items will be numbered 1.x.

Modifying and Deleting Items

The icons associated to with each row in the grid allow you to perform the following

actions:
Icon Description
¥ Delete the item
The Actions button gives you access to the option to Delete all items.
o+ Edit the item
Allows you to modify the items’ properties.
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Importing Items From Excel Into a Pricing Grid

Downloading the Grid Columns in Excel and Entering Items Offline

You need to define the grid columns before this action (see page 81).

1. Click on Actions, and then select either one of the 2 options Export grid using Excel,
depending the MS Excel® version you’re using.

Ep Add znitem

¥ | Delete 2l tems

& Add a column

# | Grid settings
Duplicate this grid

X | Delete this grid

B Addagrid

+07] Export grids to Bxcel 2007-2010 (k)

+07] Export grids to Becel 57-2003 (xk)

Eﬂ"-ﬁ Import Excel grids

This can take a few minutes.

The file will be downloaded to your computer following the procedure of the web
browser you’re using.

2. Save the file to the location of your choice, then open in MS Excel.
The Excel document contains several tabs:

= |nstructions: instructions to use the document. Read these instructions
carefully.

= Columns: dictionary of usable columns in the different grids of items.
= Grids: list of response grids

= Tabs « response grid »: contains one tab per grid. In the grids, the sections in
white or in gray are to be completed by the buyer. These columns will contain
the data to be imported.

3. Enter the rows of items in the different grids.
4. Save the file.
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Importing the Items File
1. Click on Actions, and then select the option Import Excel grids.
A window Import items pops up.
2. Click on Browse, select the file to be imported, then click on Open.
3. Inthe window Import items, click on Check import.
A preview of the modifications imported is displayed.

iIr

Import items [N 4

| + Data have been saved x

Columns Column(s) changed

= 7 Column(s) updated

Workstations & conf. tables New grid

2 itern(s) added
Pricing grid Erid-deteted

4 itern(s) deleted

[ lose |
/‘.
4. Click on Import items and close.
The grids from the tab Items are updated.

Importing From the Requisition

Refer to Creating a new sourcing project (RFP) from a selection of catalog items or from
a purchase requisition, page 23

Management of Unique Identifiers for ltems in the Pricing Grids

Any item must be uniquely identified by its code within each RFx round. When the RFx
includes multiple pricing grids, the same item number cannot appear on more than one
grid.

Code unicity checks are run by the system during the creation, modification, and import of
items, in order to avoid duplicate item codes.

These checks affect only non-deleted (status ‘del’) items in the same round, and does not
include items created by the supplier.

During the creation/modification of an item, if a duplicate code is found, you will be
prevented from saving the file and a warning message will pop up.

During an import, numbers will automatically be appended to duplicate codes to make
them unique. After the import is completed, a message gives the summary of
imported/ignored lines.
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Advanced Cost Breakdown Analysis

Objectives

When you need a more granular analysis of the suppliers’ price structure than is offered
in standard price grids, you have the ability to design and implement complex cost
breakdown forms in MS Excel® format.

These entirely customizable forms allow you to request suppliers to break down their
prices into the cost constituents and with the granularity level that best suit your needs.

Cost breakdown analysis allows for a more accurate comparison of bids. You may thus:
= Identify the price variation levers and determine the lowest total cost solution
= Craft informed negotiation strategies
= Better understand strengths and weaknesses of your suppliers

Overview of the Process

First, you need to create an MS Excel table that reflects the particular cost structure for
the product to be sourced. You will then have to create a mapping between the Excel
worksheet and the RFx grid in IVALUA. This mapping will allow the following process to
take place:
= When suppliers are invited to bid in an RFx, they will be able to download this
form, which will be pre-populated with the appropriate RFx and item data.
They will have to complete the form and attach it to the proposal they will
submit.
= The buyer, in turn, will be able to review each supplier’s offer and associated

cost breakdown. Key CBD data will be auto extracted from suppliers’
responses to the proposal analysis grid in the RFP, allowing side-by-side

comparison.
IVALUA BUYER RFP
E_ A
e (Mg
2A|R
et
= |P|3
o I @
= a
z N E
% lc|g
[ o
v ¥
(1 l Create &Publish (2 l Download & Complete
> >
(4 | Analyse (3 | Attach to proposal
EXCEL CED
BUYER FORM < SUPPLIER
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The RFx setup process for a CBD approach will include the following steps:

Step For detailed instructions on
how to perform this step, go to:
1. Designing the Excel CBD Form 92
2.  RFx Setup: Setting up the Response Grid for Form Download and 93
Upload
3. RFx Setup: Setting up the Response Grid for Key Data Extraction 94
4. Mapping the Excel CBD Form and the RFx Response Grid 95
5. Attaching the Excel CBD Form to your RFx 97
6. Attaching the Excel Worksheet to a Grid Item and Pre-populating 98

the Form
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Designing the Excel CBD Form

The CBD form is a normal MS Excel® worksheet that will typically include:
A E

1
2
3
4
5
E
T

CAPITAL EQUIPMENT RFG FORMAT

RF: label

C

[u] = F

RFx begin date

Bid due date

Currency

Contact

Item

Description

Summary

il SUFFLIER MAME

12 SUFFLIER ADDRESS

13 SUPPLIER COMTACT MARME

14 SUPPLIER COMTACT DETAILS

15

16 | |[DATE OF GUOTATION | |

17

12§ A: LABOUR COST O HOURY HOURLY RATH TOTAL

13§ 1| DESIGH MECHARMICAL 0,00
208 2 ELECTRICAL 0,00
21 3 MAMUFACTURE  |FABRICATION 0,00
22 FMACHIME SHOP 0,00
23 ASSEMELY 0,00
24f | CAFPABILITY TRIAL| TRY OUT AT SUPFLIER 0,00
250 5] INSTALLATION 0,00
260 & COMMISSIONIMG 0,00
278 7] TRAIMING

28 TOTAL LABOUR 0,00]
29

30§ B: MATERIALSIOTHERS

k| DOESCRIFTIORN FLURCHASEDIMANMUFACTUR URIT PRICHGTY TOTAL

32 0,00
33 0,00
34 0,00
35 0,00
36 0,00
37

38 TOTALMATERIALS 0,00]
39

40§ C: DELI¥YERY DESCRIPTION UNMT COST]QTY TOTAL

H Y 1| FACKAGING 0,00
4208 2] TRAMSFORT

43 DELIVERY TOTAL 0,00]
44

45 GRARD TOTAL 0,010
46

47 | BEQ TERMS:

43

43 QUOTATION CURRERMCY: EURO

a0 FAYMERNT TERMS: 90 Days Following month of receipt of

Al armentahle inwnice

M 4 » M| Graphl | CAPITAL EQUIPMENT RFQ -~ ¥#J

A header, which contains input
cells that will be auto populated
with RFP and item data.

A table, which presents the
cost breakdown that you wish
to obtain from your suppliers.

Within this table, you will need
to determine the key data that
will automatically be extracted
to the proposal analysis grid for
a side-by-side comparison.
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RFx Setup: Setting up the Response Grid for Form Download and Upload

The response grid to your RFP will have to include 2 columns dedicated to handling the

Excel form.
Response grid
| 3
Code » | Parent (Code) » | Parent » Group » Typecodes  Items Commadity » Order « | Farm (v) » =
A |E = Feguiremet [ |* + |E & |:_HE :
x#f B[]  [Resreret ] ek - =] e[| [B  * B -Template €20 - RFQ capital sguipment xis =

Form (V) » Completed Foi

enE'ﬁ

en El x i._i_-l_]EN -Template CED - RFQ capital equipment.xls

»=  One column will contain the blank form that suppliers will download in order to
complete it.

»= The other column will be used by suppliers to upload the completed form (and
thus attach it to their proposal).

Now let’s review the particular settings each of these columns will require in order to
behave as we’ve just described.

Blank Form Column (download column)

i
@
®

Manage fields

Code :
Order :

Labeal :

itern_cbd_form
sq™

Form

I Type

r*I

RF:x Form

mandatory @ ]

I= axis convertible ¢ ||

Drescription :

Template form for item cost breakdowm

I\«"isibilit',r i | RFP field (visible to supplier) T *I
Fill rule : v
Map to : B

- _____________________________________P

The column type should be RFx Form, and its visibility should be set to RFP field (visible

to supplier).

Completed Form Colum (upload column)

Manage fields

Coda @
Order :

Labeal :

i
@
®

item_cbd_sup_form |*

53"

Completed form i

I Type

r*l

RFx Form

mandatory : L]

Is axis convertible @ |]

Description

Cost breakdown form completad by supplier

IViEibth'p' ¢ | Supplier Response field ¥ *I
Fill rule : v
Map to @ B

[52ve 8. new [fgisave | 5ave andclose | cose | oeere

PV
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The column type should be RFx Form, and its visibility should be set to Supplier

Response Field.

RFx Setup: Setting up the Response Grid for Key Data Extraction

Electronic components

Code} Type codeb Item

CJER

X # CMR*

X #CME*

Reguired Item v *

Required Item ¥ [*{Companent A * 10,000.§

S| Add Document

L EN-
» @7 Template_Cost_Detail-

Required Item ¥ [#{Companent B * 15,000.1

Quantity (V)+  Form (V) »

LUl Add Document
LU Add Document

L EN-
x @7 Template_Cost_Detail-

an-vi.xlsx

en-vi.axlsx

The response grid will also need to include columns that will collect the key data that will
be extracted from the completed CBD form.

The visibility of these columns should be set to Supplier response calc field (visible).

Manage fields

Code :
Order :
Label :
Type :
mandatory :

Is axis convertible :

Ths column contains total value :

Description :

Size :

Scale :

item_raw_material
100]*

Raw materials

Decimal v

13

4

Visibility :

Supplier response calc field (visible) ¥ |*

Fill rule :

Map to :

[Save & new ] iisave | Seve and close | close | oelete |

4

All grid columns are uniquely identified by a code. You need to take note of the codes you
give to these columns as these will be used to map the grid columns with key response
cells in the CBD form (see Output Data Mapping, p. 96). Watch out, codes are case-

sensitive.
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Mapping the Excel CBD Form and the RFx Response Grid

As we’ve already outlined, there are 2 types of data that you will need to map between
the RFx response grid and the Excel form:

= |nput data

= OQutput data

Input Data Mapping

This is the item- and RFx data that will automatically be fed to the Excel CBD form.

RFx data will typically originate from the RFx Setup tab, and item data from the Items tab.

A B C D E F G
IVALUA

) buye‘-’ lvalua - RFx

RFx label
RFx begin date |Bid due date |
Currency
Contact
Item

[FERN )

.

[ )

Description

Summary

Click the cell where you want data to be fed.

For instance, to map the cell where you want the RFx label to be auto populated, click the
input cell placed to the right of the cell containing the text “RFx label”:

RFx label | = d-'j] 1

On the Formulas tab, in the Defined Names group, click Define Name.

The New Name dialog box displays.

In the Name box, type “field_input_xxx”, where “xxx” stands for the field code name in
IVALUA'’s database.

Here are a few names that you may use for input fields:

RFx Field Excel Defined Name

RFx Label field_input_rfp_label

Item field_input_item_label

RFx Begin Date field_input_rfp_begin_date
Bid Due Date field_input_rfp_end_date
Contact field_input_requester_name
Summary field_input_rfp_summary
Process field_input_rfp_process

Proceed in the same manner for all the cells you want to be auto populated.

Save your file.
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Output Data Map

ping

This is the key response data that will be extracted from the Excel CBD form to the RFx

grid.

To allow the application to correctly parse these key cells, you will also use Excel's
formula names, just like you did for input fields, except this time you will use a different
naming convention: “field_output_xxx”, where “xxx” stands for the code of the RFx grid
column that will receive the data extracted (see RFx Setup: Setting up the Response Grid
for Key Data Extraction, p. 94).

In the example below, we want to extract the total cost of raw materials.

The cell has been assigned the formula name: “field_output_item_raw_material”.

| field_output_item_raw_material

- I =SOMME(F18:F22)
A B C D E F
15
16 Raw material
17 Raw material Qty Unit Unit price GAP (%) Amount
18 0,0000 00,0000
19 0,0000 0,0000
20 0,0000 0,0000
21 0,0000 00,0000
22 0,000Q
23 Total raw mater
24
CBD () 4
“‘item_raw_material” is the corresponding column code in the RFx grid.
Electronic components
e Ttems Quantity (V1) | Form (V)
#3 F [Required trem ¥ 8 . o v
% #cME*  [Required Ttem ¥ [#/Componant A * re.0004 E"EFI:r;p\atE_CcEt_Detall'
% #[cvd*  |Required Item ¥ |*Componant B ~ ERTEX 'Erl:r;p\ate_Cczl_DEtall-
Manage fields - =X
ICcde ¢ item_raw_material I
Order : 100|"
Label : |Raw materials
Type : | Decimal v |
mandatory :

Is axis convertible :

Ths column contain

s total value :

Descripticn :

Size :
Scale :
Visibility :
Fill rule ;

Map to :

18
4

Supplier response calc field (visible) ¥ |*

[save & new | Bfsove | save and close | close | pelete |
1

[
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Attaching the Excel CBD Form to your RFx

In order for the CBD form to be available to invited suppliers, you have to attach it to your
RFx.

This is done in the tab Attachments to RFx of the step Prepare RFP.
Click the button Create new document for this RFx.

The list of available document types displays.

Select the type RFP Excel Answer Form.

Give a title to the document.

In the Template field, click the Selector button B that corresponds to the language of
your Excel form, and select the Excel CBD workbook.

Set the status of your document to Validated.

Note:  Your document may go through other statuses while being prepared (Draft, for
instance), but it must be in Validated status when you publish the RFx in order to
make it accessible to suppliers.

[Template] RFP Excel answer form Elﬁ (=l 4

= Document
RFP

Cost breakdown template (en)~| Sourcing de composants
Colts détsillés (fr)
Title : (de)

(it}
(el)

Summary:

—
File EM : B xTemplate Cost Breakdown-en-vi.xlsx

File FR : B xTemplate Cost Details-fr-vi.xlsx

Template : File DE : B

File IT

al -
File BL : B

Status : | Approved v *

+ Information

Created by HO C the 3/16/2012 6:36:07 FM
Medified by DE A the £/6/2014 12:51:09 PM

[seve & preview [ iseve | Seve and close | cove |
-

Click Save and close.

The document is now listed in the tab Attachments to RFx.
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~  Sourcing process : BPMO0D0D053 - Electronic components - Prepare RFP 11 Req. ! Q*é
-

~ Project Steps

Lot 1 ¢ Sourcing de composants (Round 1)

b Lot 2 : Sourcing détecteur de pression (Round 1/ Round 2/ Round 3/ Round 4 Q)
m ‘Quotation Form Define Questions m ‘Confirm Invited Suppliers

= Documents to be reviewed by the Supplier or referenced from this Request

Discussion Forum

‘Setup Currencies
- . Create new document for this RFx | Attach from Project Library
Track Project Miles...

] Title b Type b Attachments Authord Modified on (your local time) »  Created on (your local time) ¢  End of validity }  Version

O | x| & Cost [Templatz] ﬁ @ C HO 6/6/2014 12:52:55 PM 3/16/2012 6:36:07 PM
breakdown RFP Excel
template  answer form
Requirements Gathering {Approved)
1 Result(s)

2 Zip selected Documents

‘Gather Suppliers

Prepare RFP

View RFP activity

Proposal evaluation

Analyze RFP responses

Reverse Auctions

Buyar damo ve.124 © P pET—r——

Attaching the Excel Worksheet to a Grid Item and Pre-populating the Form
In the RFx setup step (Prepare RFP), display the Items tab.

Setup Quotation Form Define Questions RFx Exhibits Canfirm Invited Suppliers

* Creste Quote Form on this tab by adding lines, new columns or importing from exeel

) e - =+ - -

Electronie components

B ssdenitem

1 s a1
‘B O E /<< oot
B Add & odhumn
B
X 2lc| # Gt =t A J* [t0.000.0|

3¢ 15N -Templats Cost Dataiter
Dugesta tie grid

= fr-v1.xl=c
% Detelm tir gid
x| 2]

Add Docurent
X
Be 2012gia

ats EN -Tempilat= Cost Details-
*x@ fr-vi.xlsxc

I Rmsy "ﬁ_'1 Expor grits bo Seodd 2007-2010 (x=x)

401 Seot gt to Bl 972003 ()

B+ Import Evcel grids

3 Pre-popuiste Beesd AR form E

This action has the following effects:
= Attach the Excel CBD file to the grid items
= Pre-populate the form with whatever input data you have mapped

Once pre-populated, the CBD form is ready for use. It will be published with the RFx
when you invite suppliers to bid.
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Questionnaire Form / Scoring Form

Use Cases: RFl and RFP Proposal Scoring

The Questionnaire tab provides a space for designing, copying, or importing a
guestionnaire that will be sent to solicited suppliers.

This questionnaire can be used to address two different use cases:

Request for Information: If the RFx type is Request for Information, the
questionnaire is the main element of the solicitation and is used to collect
information about suppliers, their capabilities and their products/services with
a view to preparing an RFP or RFQ, assessing the market, and/or building a
database. The RFI questionnaire is created in the Questionnaire tab and the
Scoring tab is not available.

RFP Proposal Scoring: If the RFx type is RFP, the questionnaire is one
element of the solicitation, along with the pricing grids and any exhibits. The
questionnaire is used to collect information that will count toward the final
contract award decision. This is where the Scoring tab comes into play: when
supplier proposals come in with completed questionnaires, the sourcing team
will score supplier answers using the scoring questionnaire defined in the
Scoring tab. The scoring questionnaire can include an auto-calculated score
for pricing, thus producing an overall score that accounts for all aspects of
supplier proposals.

Building a Questionnaire Form

Overview

The guestionnaire is set up in the Questionnaire tab. It can be broken down into sections
and sub-sections, if needed.

€ " ¥  Sourcing process: BPMODIZ08 - Polymers - AMER Cosmetics August 2018 - adel802 Pa

=

Drop here your questionnaire {in Excel format)

) Clck or Drag o sdd a e

Section/Question Mandatory  Answers Ml

v General information

v Address

v Quality

You can create your questionnaire form in one of two ways:

Using the IVALUA web Ul
Using a Microsoft Excel® file
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Building a Questionnaire Form Using the IVALUA Web Ul

Copying an Existing Questionnaire or a Template

You can re-use existing questionnaires or use templates configured by authorized users.

1. Click the Copy from button in the Questionnaire tab.
The pop-up window displays available templates. To display the questionnaires
created in other RFx, deselect the Is a template filter and click Search.

Configure Questionnaires

Campaign Type Organization Commodity Owner

«B) GDPR Compliance Gather Requirements Braz

2. Select the desired questionnaire. The questions are added to your current
guestionnaire form.

You can edit the copied questionnaire to adapt it to your current context. Possible
modifications include adding or removing sections and questions and setting up
conditional behaviors.

Adding Sections and Sub-sections

1. Click the Plus Sign icon * in the Questionnaire tab. A new row is added to the
question grid.

Preview  Copy from +

Type Section/Question Mandatory Answers Multi Question scored

v 3 Ld
-

Select whether you want to create a section or sub-section using the Type field.
Enter the section/sub-section title in the Section/Question column.

Click the Save button in the action bar.

To add clarification or guidance instructions on how to answer the questions, use the

Description/Hints field that you can acess by clicking the Edit icon & next to the
desired section or sub-section.

ok~ wbn

QUESTIONNAIRE ELEMENT

Type: | Section v

Laptop Technical Specifications »

Section !

Question scored :
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Adding Questions

Click the Plus Signicon ¥ .
Select the question format using the Type column.
Fill out the question statement in the Section/Question column.

To indicate that respondents are required to answer the question, select the
Mandatory checkbox.

5. Save. More settings become available for selector and multiple-choice questions
(List of values), namely the Answers and Multi columns.

pwbdPR

Type Section/Question Mandatory Answers Multi Question scored
= ] Section * Documentation » e}
= 7 Listofvalues ¥ Can you provide complete test report with min/ max values?  p Add values td
= 2] Selector b Select available langage » Language e e rd

= ] Text v Please describe standard summary of reports b rl

6. To allow more than one answer, select the Multi checkbox.

7. Set up additional settings. To do so, in the questionnaire grid, click the Edit icon
next to the desired question. The settings pop-up window opens:

QUESTIONNAIRE ELEMENT

Type: | Text v

Please describe standard summary of reports b

Label :
Description / Hints : b

Mandatory Answer : [lj Click or Drag to add a file
A comment can be added to clarify the answer : File can be attached to the answer :

Question scored : &

= Use the Description/Hints field to add a comment to your question.

= Use the file upload area if you wish to supplement your question statement
with additional information in a separate file. The attached file will be available
to respondents.

= Select the A comment can be added to clarify the answer or the File can be

attached to the answer option if you wish to allow respondents to add a
comment or a file to their answer.

Some question types require additional setup. This is the case for the List of values type
(=»p.102) and the Selector type (=»p.102).

For information on how to include a question into the Scoring questionnaire, see
page 105.
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Setting Up a Multiple-Choice Question

For a multiple-choice question, you need to define the answers that respondents will be
able to choose from. To do so:

1. Click Add values in the Answers column. This will display a screen for setting up
answer choices.

Choices of “Can you provide complete test report with min/ max values 7" = gP x

+ New Line

'y

Possible Values Scoring Att Com

Answers Multi Question scored
Display mode |Drr:|)t\o'\m‘ st ¥

&b

= 7] List of values ¥ Can you provide complete test report with min/ max values ?/ 3 Add values r
- 4 I I

= 2] Selector v Select available langage P Language - <

2. Create your answer choice list using one of two methods:

= Select an existing list from the choice list selector (labeled Duplicate from
template or question): this selector allows you to copy a choice list from
another question in the current questionnaire or from a template, or else

= Enter each answer choice in the Possible Values column (using the New line
button to add new rows).

3. For each answer choice, define whether an attachment or a comment is required
from the respondent by using the Att. (attachment required) or Com. (comment
required) checkboxes.

4. Indicate how you want possible answers to be displayed by selecting a format in the
Display Mode drop-down list.

5. Save & close.

Setting Up a Selector Type of Question

You use a selector when you want respondents to choose their answer from a specific
table of the database. For instance, if you want your suppliers to list the commodities they
supply, it'll be more efficient for both parties to have suppliers select these from the
commodity selector than letting them provide a commaodity list in their own words.

When using a selector, you need to specify which selector you are going to use.

1. Click the Browse button in the Answers column.

Answers

This will display the list of available selectors.

2. Click the Select icon *B of the desired selector.
The name of the chosen selector is now displayed in the Answers column.

Answers

Commaedity

3. Save.
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Setting Up Conditional Behaviors

Information Collection questionnaires allow you to set up conditional behaviors based on
respondent’s answers.

Conditional behaviors always involve two questions: the question whose response is
being evaluated and the question that will be affected if the condition is met.

You can set up the desired conditional behavior from either of the two questions involved.
To do so, open the desired question settings by clicking the Edit icon #, go to the
Advanced section and click the Plus Sign icon * in Constraints to this guestion or
Constraints from this question section:

= Constraint TO this question: The current question is the affected question,

in other words, the question that will show the result of the condition being
met.

= Constraint FROM this question: The current question is the question whose
response will be evaluated to induce a result.

Question : Do you require support in French? afx
(oo

B3 Do ocad in Excel 2007-20 QUESTIONNAIRE ELEMENT

Text v

= Ioo you require support in French?

nswer @ Click or Drag to add a file

File can be attached to the answer

ADVANCED

Constraints to this question

Question Operator Value Result Constraint type

Constraints from this question ol

D Text b/ Question Operator Value Result Constraint type ~

Possible conditional behaviors (Constraint type) include the ability to skip or display
guestions and the ability to set a question, a comment, or a file attachment as required,
all based on respondents’ answers.

Let’s illustrate this with a simple example. Let’'s imagine you want to ask your suppliers
whether they provide a manual and, if so, to specify the available languages for the
manual:

= Q6 — Do you provide manuals?
= Q7 — Select the available languages.
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You want to display Q7 only if the answer to Q6 is YES.

If you set up the conditional behavior in Q6, you will create a FROM constraint like so:

Constraints from this question +
Question Operator Value Result Constraint type
[uf if[Q6] Do you provide manuals?| is equal to ¥ || Qui --- [then| Select the available li| - || is visible
CONDITION RESULT

If you set up the conditional behavior in Q7, you will create a TO constraint like so:

Constraints to this guestion +
Question Operator Value Result Constraint type
Tm] iF| Do you provide manti| --- || is equal to ¥ || Oui -- [then[Q7] Select the available lang...] is visible -
CONDITION RESULT
Whichever way you choose to set it up, the constraint is mirrored in the other question
involved.
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Defining the Questionnaire ltems to Be Scored

If you're creating the questionnaire as part of an RFP proposal evaluation process, you
must indicate which parts of the questionnaire will be subject to scoring.

By default, all questions and sections from the Questionnaire form are mirrored in the
Scoring form. However, this is configurable.

Whether a question from the Questionnaire form is mirrored in the Scoring form is
controlled by the Question scored column on the Questionnaire tab, as well as the
Question scored field available on each question/section settings dialog accessible from
that same tab.

€ O Tr  Sourcing process: BPMOOIZIS - Polymers - APAC Cosmetics August 2018 - ade180221 wa

View RFx activity

Questionnaire ansarers

‘Analyze B Award

Reverss Auctions

Synthesis

o o

Section/Question Mandatory  Answers wuiti]  Question scored [ cat sk coais

* General information

U
F & 8 &8 &8 ¥

* Quality

PR e M

Choices of *Frequency rate” Sdx

(8] -

SCORING Pa

ADVANCED

Using this checkbox, you can decide which questions from your initial questionnaire you
want to be scored. Section and sub-section headings are automatically carried over to the
Scoring form if at least one child question is marked as Question scored.
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In the Scoring tab, you must set up carryover questions for scoring. You will be able to
fine-tune your scoring questionnaire by creating specific scoring questions/sections,
including an auto-calculated price score.

Configuring Scores for Multiple-Choice Questions to Be Scored

If you mark a Liste of values question as Question scored, for each answer choice of the
guestion you can set a score suggestion using the Scoring column. Score suggestions
are meant for supplier proposal evaluators and are displayed in the Pre calculated score
field of the proposal scoring form.

Choices of "Can you provide complete test report with min/ max values »E = e X

85w [sem o

+ New Line
Possible Values Scoring | Att Com.
=|Yes o 10 e
=|Neo » 4
2 Result(s)
Answers Multi Question scored
Display mode | Dropdown list ¥
&b
[l

) Listof values ¥ Can you provide complete test report with min/ max » Custom List i
—— ’ [ ] v

= £ Selector v Select available langage 4 » Language < <
2

In the example of the question Can you provide complete test report with min/max
values?, the score suggested is 10 for the answer YES, and 4 for the answer NO. If the
supplier answers NO, the score suggestion displayed to the evaluator will be 4 (see page
136).

Other Operations on Questionnaires

Each row in the questionnaire is associated with a set of icons, which allow you to
perform several actions. There are also buttons with additional functionalities related to
guestionnaires.

Ul Control | Description

Icon
Delete a row
= | Move a question up or down (click and drag)
Edit the settings of a question, sub-section, or section
%1 | Duplicate a question
Button

Preview | View the questionnaire as it will be displayed to respondents

Promote | Save your questionnaire as template.
to

template Clicking this button opens a new page where you can submit your questionnaire for approval.

Once approved, the questionnaire will be added to the template list.
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Building a Questionnaire Form Using an Excel File

Editing the questionnaire using Microsoft Excel® involves the following steps:
= Downloading the questionnaire in Microsoft Excel® format

= Editing the questionnaire: you add or edit sections/sub-sections and questions
in the downloaded Microsoft Excel® file.

= Importing the questionnaire: you upload the questionnaire in IVALUA.

Downloading the guestionnaire in Microsoft Excel® format
1. Display the Questionnaire tab.

2. Click the appropriate Download in Excel Format option, depending on the Microsoft
Excel® version you are using.

& Download in Exce Drop here your questionnaire (in Excel format)

@ Download in Exce

007-2010 foarmart (xlsx)
7-2003 format {xIs) @j Click or Drag to add a file

4
£
9

The download process will vary depending on the web browser you are using.
3. Save the file to the desired location, and then open it in Microsoft Excel®.

Adding or Editing Sections or Questions to the Microsoft Excel® File

The Microsoft Excel file includes several sheets (tabs):

Instructions | Questions | Constraints |

= An “Instructions” sheet: contains instructions for using the file; we recommend
that you peruse this tab.

*» A “Questions” sheet: contains all the questionnaire sections/sub-sections and
questions.

= A “Constraints” sheet that lists conditional behaviors associated with questions

This section will guide you through the creation and editing of questions and constraints.

Questions

An easy way to figure out how to create the various types of sections, sub-sections, and
guestions, as well as set related options is to create test questions of each type, and then
download the Microsoft Excel file.

Acomment can be

Multiple evaluators Choices for Mandatory File can be attached to  Multiples answers Question Scoring

Display mode

Label Description / Hints Type attowe Displayin e 2 EET  selector e anewer 1 Mdded toclarifythe 20 attowed Mapping_ "= "
- - - - a B answer - - - -
General Section No Yes No No No No No ]
General Sub Section |No Yes No No No No No P
Company name Text No ves No No No No No N
Website Text No Yes No No No No No J
Year of creation Text No Yes No No No No No P
Address sub Section |No Yes No No No No. No b
Address name Text No Yes No No No No No J
Addraamie— Text No — 2o, No. No P
Tovt S —— S r—— n
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The table below describes the import file columns and gives instructions on how to fill
them out:

Column Description

Name of the section/sub-section or current question (free text)

Further explanations or instructions to guide respondents

Section, sub-section or question format type.

To access available types, click the cell: an arrow will appear to the right of the
cell; click the arrow and select a type from the list:

Indicates whether more than one evaluator can be assigned to the section or sub-
section.

This option doesn't apply to RFI questionnaires. In fact, you address your
questionnaire to suppliers and you want to have one single response from each
supplier.

(only for the RFP Proposal Scoring use case)
Possible values: Yes/No

“Yes” to include the question in the Information Collection tier of the Proposal
Evaluation questionnaire

(only if Question Type = List of values)
Indicate how you want your choice list to be displayed.

Possible values: Buttons, Dropdown list, Checkbox, Radio buttons, Stars

(only if Question Type = Selector)

Name the selector to be displayed (e.g.: State, Country, Incoterm, etc.)

(only if Question Type = List of values)

List possible answers using the following syntax: Value=X, where “Value” stands
for a possible answer and “X” is the number of points assigned to that answer
(since multiple choice lists are not scored for RFI questionnaires, assigned points
will all be equal to zero)

Example:
Yes=0
No=0

Possible values: Yes/No

“Yes” to set the question as required: respondents will not be able to submit the
questionnaire unless they have answered all required questions.

Possible values: Yes/No

“Yes” to add a comment area that will allow the respondent to attach comments to
his response, or “No” to discard the comment area.

Possible values: Yes/No

“Yes” to add a file upload area that will allow respondents to attach a file to their
response, or else type “No” to discard the file upload area.

Possible values: Yes/No

“Yes” to allow respondents to choose more than one answer to the question
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Column Description

Name of the database column the question is mapped to. This mapping enables
you to update IVALUA’'s supplier repository with data coming directly from
suppliers.

Possible values: Yes/No

“Yes” to include the question in the Scoring tier of the Proposal Evaluation
questionnaire

Scoring question type.

Possible values: Select from list (scored multiple choice), Numeric, Price mark

Choose among the display variations available for the selected Scoring Mode.

If Question Type = Select from list, possible values are: Buttons, Dropdown list,
Checkbox, Radio buttons, Stars

If Question Type = Numeric, possible values are: Enter value, Stars, Slider

(only if Question Type = Select from list)

List possible answers using the following syntax: Value=X, where “Value” stands
for a possible answer and “X” is the number of points assigned to that answer.

Example:
Far exceeds expectations=10
Exceeds expectations=7
Meets expectations=5
Below expectations=3

Far Below Expectations=0

You can set a minimum score threshold below which scores are considered
unsatisfactory and therefore disqualifying.

A default eliminatory score may also have been configured for the scoring
guesitonnaires, in which case the field will be prepopulated but remains editable.

Possible values: Yes/No

“Yes” to give respondents the possibility to choose “Not applicable” as an answer
(for instance, in case the question does not apply to the specific context of a
respondent).

Possible values: Yes/No

“Yes” to add a comment area that will allow evaluators to comment on the score
they assign to the question, or “No” to discard the comment area.

Possible values: Yes/No

“Yes” to add a file upload area that will allow evaluators to attach a file to the
score, or else type “No” to discard the file upload area.

Weights allow you to set the relative importance of each section, sub-section, and
question in the questionnaire.

When importing a scoring questionnaire, weight is ALWAYS mandatory, be it for
questions, sections, or sub-sections. Omitting weight values will raise a blocking
error on import.
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Constraints

A B C D E F G

il Section ﬂ Question ﬂ Operator Rd Value ﬂ Section Result ﬂ Result ﬂ Constraint type R4

2 |Manuals Do you need amanual? |isequalto |YES Manuals Select languages [is visible

|Laptop Technical Specifications [Do you require support? |is equalto  [Yes Laptop Technical Specifications |Select languages [is visible

The table below describes the columns from the Constraints tab:

Column Description
Section Name of the section that contains the question to evaluate
Question Question whose response will be evaluated

Comparison operator: Is equal to, Is not equal to, Contains, etc.

Operator

Available operators depend on the type of question.
Value Value the response will be evaluated against
Section Result Name of the section that contains the question affected
Result Affected question
Constraint type Behavior if the condition evaluates to true

Uploading the Microsoft Excel® Questionnaire Back Into IVALUA

1. Drop the Microsoft Excel® questionnaire file on the file upload area, or click this area
and select the file.

Drop here your questionnaire (in Excel format)

7-2010 format (xlsx)
97-2003 format (xls) mj Click or Drag to add a file

@
E

o o

The Questionnaire Export/Import window will be displayed. This screen presents a
list of found errors and gives a summary of the sections, sub-sections and questions
that will be imported.

Questionnaire Export/Import S %
semscon

SUMMARY OF CHANGES THAT WILL OCCUR

Manuals

2. Click Import items to import the questionnaire. A message will indicate that the
import was successful.

3. Click Close to go back to the Questionnaire tab and view imported questions.
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Building a Scoring Form

Sourcing process : BPMO0Q198 - Copy of Polymers - AMER Cosmetics August 2018 - P. a8

{9
- Il
1~ Round 1 : Palym RC BleY
PROGRESS
DEFAULT RESPONDER RULES
Drop here your questionnaire (in Excel Mane N
g format) p—
5 . theRule  Re-svecuts Aule L
g B Oackor Drag 1o mdda e +Add the Rule || Rerawcuta Rulks . =
= Sourcing Team (RFP) wil anzwer the questions of All ections i -
Proview  Copy +
Type SectioniQuestion ScoringMode  ScoringType  Weight % Evaluators pocumEnT
=4 s Quality dm
iew RFx activity
=4 o you rete supplier’s srswers regs " Select Val Custom L "
Questionnaire answers s
= s Security '
e = nts at your establishment for the past 3 years 1 s
= 1
Reverss Auctions
Synthasis
= '
= 1 o
= '
= 1
=& Secion Environment ! m
= i Custom L 10w
- i Y ox|
Page] (0] VI €] Buyer dema 4816 ©

When you first access the Scoring tab, it contains the questions from the Questionnaire
tab that are marked as Question scored, as well as their parent sections and sub-
sections.

You can also add new sections and questions directly in the Scoring tab. To do so:

1. Click the Plus Signicon * . A new row is added to the question grid.
2. In the Type column, select the type of item you want to create (section, sub-section,
or scoring question).

3. In the Section/Question column, enter the section/sub-section heading or the
guestion statement.

4. Save.

Whether carried over from the Questionnaire tab or created directly in the Scoring tab, all
guestions must be set up for scoring.

This includes the following operations:

= Setting up the scoring mode (=p.112)
= Setting up disqualifying scores (=»p.116)
= Configuring additional settings (=»p.118)
= Weighting evaluation criteria (=»p.118)
= Selecting proposal evaluators (=»p.119)

Note

If the questionnaire has been copied from an existing questionnaire or from a termplate, the questions may
already be set up for scoring.
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Setting Up the Scoring Mode

Available Scoring Modes

The following scoring modes are available:

Select Value: This scoring mode presents evaluators with a list of statements (each
being assigned a number of points). For each supplier answer, evaluators select the
statement that best applies, thus determining the score. Answer choices can be displayed
in a variety of ways:

= Dropdown list

Experience and Reliability

How do you rate the supplier with respect to prior experience and reliability?

Far exceeds expectations

Exceeds expectations
Meets expectations
Below expectations

Far Below Expectations

= Radio buttons

Experience and Reliability 3.00

How do you rate the supplier with respect to prior experience and reliability? 3.00

Far exceeds expectations
Exceeds expectations

& Meets expectations
Below expectations

Far Below Expectations

= Checkboxes

Experience and Reliability 3.00

How do you rate the supplier with respect to prior experience and reliability? 3.00

Far exceeds expectations
Exceeds expectations

#| Meets expectations
Below expectations

Far Below Expectations
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= Stars
Experience and Reliability 3.00
How do you rate the supplier with respect to prior experience and reliability? 3.00
= Buttons
Experience and Reliability 3.00
How do you rate the supplier with respect to prior experience and reliability? 3.00

Far exceeds expectations Exceeds expectations (@IS Cwell L0  Below expectations  Far Below Expectations

Numeric: This scoring mode allows evaluators to rate an answer by entering a score in
an entry box, by assigning a number of stars, or by moving a slider.

=  Enter value

Experience and Reliability

How do you rate the supplier with respect to prior experience and reliability?

= Stars
Experience and Reliability 3.00
How do you rate the supplier with respect to prior experience and reliability? 3.00
= Slider
Experience and Reliability 3.00
How do you rate the supplier with respect to prior experience and reliability? 3.00
3.00

O

Price Mark: This scoring mode is available only for questions created directly in the
Scoring tab. It’s an algorithm that automatically produces a score based on the price offer
submitted by the supplier in the Items tab of the proposal (for more information on Price
Mark, see p.115). There should only be one Price Mark per questionnaire.
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Setting Up a ‘Select Value’ Question
1. Inthe Scoring Mode column, select Select Value.
2. Inthe Scoring Type column, click the Add Values link.

Choices of "Materials Proposed" =X

(5150~ [ e scoe [ oo

cate from template or qu| - | 4 Mew Line

Possible Values Scoring Att @ Com. @
| o

Display mode : | Dropdown list ¥

3. Create your answer choice list using one of two methods:

= Select an existing list from the choice list selector (labeled Duplicate from
template or question): this selector allows you to copy a choice list from
another gquestion in the current questionnaire or from a template; or else,

= Enter each answer choice in the Possible Values column (using the New line
button to add new rows).

4. Scale your choice list by assigning points to each answer in the Scoring column.

Possible Values Scoring
= |Far exceeds expectations 3 5
= |Exceeds expectations 3 4
= |Meets expectations 9 3
= |Below expectations 9 2
= |Far Below Expectations 3 1

5. For each answer choice, define whether an attachment or a comment is required
from the respondent by using the Att. (attachment required) or Com. (comment
required) checkboxes.

6. Indicate how you want answer choices to be displayed by selecting a format in the
Display Mode drop-down list.

7. Save & close.
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Setting Up a ‘Numeric’ Question
1. Inthe Scoring Mode column, select Numeric.

2. In the Scoring Type column, select the desired display mode (Enter value, Stars, or
Slider).

3. Save.

Setting Up a Price Mark

Price Mark is a question format type which is unique to RFP Proposal Evaluation
guestionnaires. It is not an actual “question”; rather it's an algorithm that takes the
suppliers’ price offers and automatically converts them into scores. Price scores can then
be combined with other non-cost criteria to arrive at a total score for each supplier, which
informs the contract award decision. There should only be one Price Mark per
guestionnaire.
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Setting Up Disqualifying Scores

You can use disqualifying scores to ensure that only suppliers with adequate capacity,
capability and resources are shortlisted.

You can set up a disqualifying score for each question of the scoring form. To do so,

open the quesiton's settings by clicking its Edit icon #" and fill in the Disqualifying score
below field.

Choices of "How do you rate the proposed materials, quality of construction, FEW=N.0 R
Lo

QUESTIONNAIRE ELEMENT

Type: | Scoring question v

Scoring Question : How do you rate the proposed materials, quality of construction, and

stylistic look of the furniture? p
Description / Hints : »
[0 click or Drag to add a file
SCORING PARAMETERS
Scoring : | Select Value v Disqualifying score below : 5
Duplicate from template or question > - | 4 New Line
Possible Values Scoring Att. @ Com. @
@ =|Far exceeds expectations » 10
@ = |Exceeds expectations » 7
@ =|Meets expectations » 5
@ = |Below expectations » 2
@ =|Far Below Expectations » 0

| S CSUR SN SN SSUN SN W SN SN SUNE SN SN SNy Sway ey ey ey ey

Suppliers that do not meet the minimum requirement set here will automatically be
disqualified.

This status is displayed on different pages of the application:

In the Evaluation Follow-up tab of the View RFx activity step, disqualified proposals are
identified in the Disqualified column.

Bln Questionnaire Evaluator  Supplier Proposal Progress Status Scoring | Disqualified JLast reminder (your local time)

D 4 test Smith Adam Dunder Mifflin Corp. Proposal # 1 [N 100% In progress 2,70 Ld

1 Resul(s)
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On the scoring form, the Disqualified status is signaled by the icon @:

Campaign : test on: 2018 —_—

Evaluation for : Propesal # 1 for : Canada 0 2 70
Supplier : Dunder Mifflin Corp. =

Commodity : IT-IT
Respondent: Smith Adam

Materials .
N 00 Materials P ©2.20
Cost How do you rate the proposed materials, quality of construction, and stylistic look of the furniture? -’ @ 200
[ 100%
Experience and Reliability Below expectations -
[ 100%
Method of Performance
[ 100% How do you rate the warranty and repair/replacement terms and conditions? 300
Meets expectations v

The same icon @ is used in the Questionnaire answers steps:

Question Dunder Mifflin Corp. Propesal # 1- Answers _> %lf,"goer RilinicoipiiroposaliiySconng

Materials P @ 240

Describe materizls (38 attachment)

used. dm]_Document.pdf

How do you rate

the proposed

materials, quality * @

of construction, Below expectations v
and stylistic lock of

the furniture?
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Configuring Additional Settings

To access advanced settings, open the question’s detail by clicking its Edit icon

Setting Description
A comment can be added to Select this checkbox if you wish to allow evaluators to attach a comment to
clarify the score the score they assign to the current evaluation criteria.

The comment will show on the Questionnaire Answers step.

File can be attached to the Select this checkbox if you wish to allow evaluators to attach a file to the

score

score they assigned to the current criteria.

Not applicable Enable this option if you want to give evaluators the ability to indicate that

the evaluation criteria does not apply to the proposal context.

Assigning Weights

You must assign weightings to scoring questions and sections in order to set their relative
importance.

Weightings can be set in the Scoring tab by directly editing cells in the Weight column.

Type

Section

& Scoring question

) Scoring question

%) Section

] Scoring question

&) Section

] Scoring question

& Section

] Scoring question

9 Result(s)

v

v

v

v

v

v

v

Preview = Copyfrom.. +

Section/Question Scoring Mode Scoring Type Weight Evaluators
Materials 50
How do you rate the propased materials, quality of construction, and styiistic look of the furniture?  + SelectValue ¥ Custom List 40
How do you rate the warranty and repair/replacement terms and conditions? v SelectValue v Customlist || 1o
Cost Lt 30
Auto-calculated Price Score b Pricemark ¥ 1
Experience and Reliability 2t 10
How do you rate the supplier with respect to prior experience and reliability? ! SelectValue ¥ Custom List 1
Method of Performance 2t 10
How do you rete the supplier with respecs 1o their dissincrive plan for performing the ;! SelectValue ¥ Custom List 1

Alternately, you can set weightings on the detailed settings of each question or section
(click Edit icon & to access).

In the % column, percentages are automatically adjusted so that weightings sum up to
100%.
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Assigning Evaluators
Evaluators are assigned in the Scoring tab.

If you have copied your questionnaire from an existing questionnaire or template with
evaluators already set up, these evaluators will be copied to the current scoring form.

However, you can select other users either through assignment rules or through manual

DEFAULT RESPONDER RULES
Drop here your P
{5 Download in Exc q“““"?”"i“” Excel For: Assign: or: +AddtheRule  Re-execute Rules === This is
) Download in Exc ormet) where you
[l Click or Drag to add 5 file = Sourcing Team (RFP) will answer the questions of All Sections
set up
= Sourcing Team (RFP) will answer the questions of All Sections aSSIg nment
rules
Preview | Copy from. +
Type Section/Question Scoring Mode Scoring Type Weight % Evaluators e L.
This is
= Section ualit; :
Quality where you
= €] Scoring question v How do you rate supplier's answers regarding Quality? b SelectValue v Custom List 1 50% perform

= Section Environment 1 m manual
25%

assignments

= & @ Scoringquestion ¥ How do you rate supplier's answers regarding Environment? ¥ SelectVelue v Custom List 1
= Section Company Financials L
= & @ Scoringquestion T How do you rate supplier's answers regarding Financials? b SelectValue T Custom List 1 2w

6 Result(s)

Creating Respondent Assignment Rules

The respondent rules define how respondents are assigned to your questionnaire. You
can create rules by using the Sections, Respondents and Roles selectors.

Questionnaire Respondents Roles
Sections

DEFAULT RESPONDER RULES

For: - M Azsign | Or: ~- | +Addthe Rule  Re-execute Rules

1. Select the desired sections in the Sections selector (if it is displayed and you wish to
restrict your rule to a given part of the questionnaire).

2. Select the respondents. Use the Respondent selector if you wish to name a specific
user. Otherwise, select a role.
A role is a function that calls on users responding to a number of criteria. In this
context, the chosen role should be in relation with proposal evaluations. Here are
some examples of available roles and a description of the users they return.

Label a Description

Sourcing Team (RFP)

Internal Team (Supplier, Contract, Sourcing event)

i = = sou
Associated Sourcing Event's Team (supplier scoring) B

par
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3. Click the Add the Rule button.
The new rule is inserted into the rule list and applied.

Create arule Assign Respondents
DEFAULT RESPONDER RULES
Drop here your
{15 Download in Excel 2007-2010 format (xisx) questionnaire (in Excel
{15 Download in Excel 97-2003 format (x1s) format) I For: Aszign: ~ O - I+Add the Rule  Re-execute Rules
[j Click or Drag tc add a file
= Sourcing Team (RFP) will answer the questions of All Sections 9
Preview = Copyfrom.. +
Type Section/Question Scoring Mode Scoring Type Weight % Evaluators e
= Section Qua\ity 2 m
= 7 Scoring question v How do you rate supplier's answers regarding Quality? b SelectValue ¥ Custom List 1 50%
= Section Environment 1 m
= ¢ Scoring question v How do you rate supplier's answers regarding Environment? b SelectValue ¥ Custom List 1 25%
= Section Company Financials ! m
= 2 Scoring question v How: do you rate supplier's rs regarding Financials? ,* SelectValue ¥ Custom List 1 25%
6 Result(s)
Notes

In your questionnaire each section and sub-section contains the Several respondents allowed option.

If this option is deselected, only one respondent can be assigned, and the rules are applied in the order they are defined in the
rule list until a respondent is found.

If this option is selected, all the rules are applied, and all users found are added as respondents.

If you have multiple rules, you can reorder them by clicking the Move row icon = next to
the rule you wish to move and dragging it to the desired position.

To re-apply the rules after you have modified the rule list (reordered or deleted rules), you
must click the Re-execute button. Similarly, use this button if you have manually
assigned respondents and wish to go back to the default rule assignment.

Manually Assigning Respondents

The Respondents column in the questionnaire grid allows to manually add or remove

respondents.
1. In the Respondents column, click inside the cell you wish to edit. The cell becomes
editable.
2. Select the desired user or remove the existing one.
Type Section/Question Scoring Mode Scoring Type Weight %  Evaluators
S Quality g o |
= 1 Scoring question v How do you rate supplier’s answers regarding Quality? ;¥ SelectValue ¥ Custom List 1 50%
- Section Environment 1 BELL Aaron
BONNET Sam
= ) Scoring question v How do you rate supplier's answers regarding Environment? ;b SelectValue ¥ Custom List 1 25%
= Section Company Financials ! m
= 7 Scoring question v How do you rate supplier's answers regarding Finandals? b selectValue ¥ Custom List 1 23%

6 Result(s)

3. Save the campaign page.
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RFx Exhibits

Overview

The tab RFx Exhibits allows you to attach files to be sent to the invited suppliers with the
RFx.
The documents attached to the RFx can be of 2 types:

» RFx Commercial documents

= RFx Technical documents
If needed, authorized access to these documents can be granted according to different
user profiles and can easily be managed by the Administrator (technical experts,
business experts).
The attached documents can have 2 sources:

= They can be selected from the documents linked to the current Sourcing
Project (general documents, process documents, umbrella project documents
listed on the tab Setup Documents of the project).

When a project linked document is attached to the RFx, its Type is
automatically converted into one of the 2 types of RFx documents (according
to the parameters defined by the Administrator).

*= You also have the option to create new documents.
Caution: Documents in the Draft status, displayed on an orange background, can only be
viewed by their author. If you attach documents in this status to your RFx, suppliers

will not be able to view them. To make them accessible to suppliers, the author must
set the document status to Approved/Published.

~ Documents to be reviewed by the Supplier or referenced from this Request

Bl Titlep Typel Attachments Authorp Modified on (your local time)» Created on (your local time)? End of validity» Version
¥ # Document RFx A DE 6/4/2014 12:23:27 PM
Technical @
Documents
(Draft)
® & General RFx ON AIR Admin 10/13/2011 5:36:53 PM
Terms & Commercial @ @

3 Result(s)

Conditions Documents

(Approwved)

Purchasing RFx ON AIR Admin 10/13/2011 5:41:15 PM
Group Coemmercial @ @
Policy Documents

(Approved)

25 Zip selected Documents
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Attaching Existing Documents (Linked to the Project) to the RFx

1. On the RFx Exhibits tab of the Sourcing Project, click on the button Attach from
Project Library.

The list of files linked to the project appears. Those documents are the same
documents listed at Setup Documents step on the sourcing project (see p.46).

As previously, the documents are divided into different categories: General
Documents, Process Documents and Project Documents (when the Sourcing Project
is linked to an umbrella project).

~ Sourcing process / Documents =

~ General Documents

g Titler Attachments Authorbk Modified on (your local time)r Created on (your local time)» End of validity» Version
O Purchasing = ON AIR Admin | 2/4/2014 1:54:37 AM 10/13/2011 5:41:15 PM

Group Policy
[ General Terms T ON AIR Admin | 2/24/2014 12:41:19 PM 10/13/2011 5:36:53 PM

& Conditions

2 Result(s)

z|:|-"|Zip selected Documents

~ Process Documents

Bty Title» Attachments Authorr Modified on (your local time)r Created on (your local time)» End of validity» Version

] ® «# Document @ ADE 6/4/2014 12:23:27 PM 6/4/2014 12:23:27 PM

1 Result(s)

z|:|-"|Zip selected Documents

[Bisave | sove and cose | ciose |

2. Select the checkbox of the document(s) to be linked, then click on Save and close.
The selected documents are added to the RFx Exhibits tab of the Sourcing Project.
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Creating and Attaching a New Document

1. Onthe RFx Exhibits tab of the Sourcing Project, click on Create new document for
this RFx.

2. In the window displayed, select the type of document you wish to create (RFx
commercial documents or RFx technical documents).

buyer
=
~ Content editor EL =

w* Select a document type

[Template] RFPF Excel answer form
RFx Commercial Documents

RFx Technical Documents

An entry window appears.

bi.l'ye:_r’ O This document, in Draft status, is not visible to other users. We must "publish” to make it visible. ®

L8 -~ RFx Technical Documents

* Document

RFP
version : | @ Servers
| | (en)~
| | (fr)
Title : | | (@=)
| | (i)
|

| (el

Summary: : —

[«

Status : Draft

Attached files: |en ¥ | Li] Add Document

¥ Information

[rubish | belete | Iejsave 2 draft | save an draft and close ] close

3. Enter your information in the entry fields, referring to the table below:

Field Description

Version This Field is activated only for certain types of documents

Title Title of the document

Summary Brief description of the document - When the document is viewed, the

summary appears between the tittle and the text of the document itself.
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Status of the document: To be validated, Validated, Blocked or Deleted — In

Status
the list of documents, you can filter documents based on their status.
Only the approved documents can be viewed by the users. Documents
attached to RFx that have a Draft status cannot be viewed by suppliers.
Documents Function that allows files to be attached to documents
RFP The document is automatically linked to the current RFx

Note: The fields marked with * are required.
4. When the document is ready, click on Publish.

You can also save it temporarily as a draft (Save as draft or Save as draft and
close); however, remember that a document in the Draft status cannot be acced by
users/suppliers: You must publish it before you send the RFx out.

Suppliers
The Suppliers tab brings in a list of pre-selected suppliers from the Gather Suppliers step.

Confirm Invited Suppliers

Supplier» 5 To be consulted
HEWLETT PACKARD FRANCE | |+
DELL FRANCE o

2 Result(s)

This function allows you to manage an RFx containing different lots to be sourced from
different suppliers; for each lot, you can select a subset of the suppliers originally

gathered in the Gather Suppliers step.

Defining the List of Suppliers to be Invited for a Given Round of RFx
1. Display the Prepare RFx step.
2. If the RFx contains multiple rounds, select the round you wish to work on, and
display the Suppliers tab.
3. By default, all suppliers are selected. Uncheck the unwanted suppliers.

4. Click on Save.
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Sending an RFx

Previewing and Testing the RFx Prior to Sending

Principle

A preview function allows you to verify the RFx before it is sent to the suppliers.

This will allow you to see the document as viewed by the suppliers.

Availability of Preview Mode
Access to the Preview mode is available as soon as the RFx is created (status: Drafted)

and the suppliers selected (Gather Suppliers step). This function remains available until
the RFx is sent.

Accessing Preview Mode

To display the preview, click on Q located in the Setup tab of the RFx.

Setup ‘Quotation Form Define Questions RFx Exhibits Confirm Invited Suppliers

+ Set up your Request on this tab, setting dates, options and statements

~ RFx Settings - iew and Published

Label : [Barvers STATUS :_[(Draftad)

RFx type 1 [ Request for Info and Quote ¥ [* O 1= 2 template Supplier Preview ‘E‘_

Lot # Process
Round # : o
Begin data : e (h:mm:ss t){your local time) [ RFX zuto opens
Bid Due Date 1 [6/11/2014 |fFH[12:00:00 Affhimmiss k) (your local time) [l RFX auto closure
~ Advanced options
[ suppliers can see their rank
[ suppliers can see the best bid
[ sealed bids 4
[ Buyers can fill questionnaire on behalf of suppliers Summary
[ Buyers can bid on behalf of suppliars 8] o
ied M

When the RFx contains multiple lots and/or rounds, the preview access icon s located
above the tabs, next to the name of the current round.

Lot 1 : Consultation Bureau (Round 1/ Round 2 / Round 3)

¥ Lot 2 : Consultation Bureau (Round 1 j )

The RFx is displayed as viewed by the suppliers.

[ Preview of Servers =-oeox |

View RFx
RFx Servers - 3 (Drafted) - Remaining time : 11h 34min 48s

General Info. Quotation Form n

Label : Servers

Discussions with buyer

Prepare Proposal

Lot 1
Round : 3
Begin date :

Bid Due Date : &/11/2014 12:00:00 AM (your local time)
Process :

Summary
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Creating a Test Proposal

In Preview mode, the Prepare Proposal step allows you to enter one or more proposals
as if you were a supplier: depending on the tabs included in the RFx, you can quote

items, respond to the questionnaire, and attach documents.

Preview nfServers_

e x|

RFx Servers - 3 (Drafted) - Remaining time : 11h 31min 23s

Proposal Info m RFI Response Proposal Exhibits

Hame : |Pr0posa| #1 |*

validity end date : l:l%

Discussions with buyer

Prepare Proposal

Proposal synthesis :

« Information
Created by A DE on 6/10/2014 12:27:53 PM

[submit | Cancethis bid [igiseve | sove and cese | lse |

A

As a temporary supplier, you can undergo the complete process of an RFx response
(validation included), and visualize what the supplier will be viewing, including the

messages from the application in response to your inputs.

This process allows you to ensure consistency in RFx data sent to suppliers.

Proposals entered in Preview mode do not affect the following View RFx activity step.
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Sending the RFx

Prerequisite

An RFx can be sent out to suppliers only if:
= |ts Bid Due date is set (Setup tab)
= Suppliers have been selected in the Gather Suppliers step

Make sure these conditions are met before you attempt to send the RFx.

Sending the RFx
1. Inyour Sourcing Project, select the Prepare RFP step.

2. Sending the RFx happens one round at a time. If the RFx contains multiple rounds,
select the one you wish to send.

3. Click on Send notification to suppliers.
The RFx send window appears.

RFx Servers oo ox

RFx documents

Attachments :
Supplier k Sending mode Contact i |
HEWLETT BACKARD FRANCE [ Emai ¥ Al ¥
To u M <EENER Stacey
DELL FRANCE Email ¥ M - r
- S % M CONTACT D=ll France

Subject © RFL/RFP message S=ryers

Racaive 3 copy -

B I US ;=

un
I
I
ik
[l

&P A- @- a

Dear Madam, Dear Sir,

You are invited to bid. Plesse connect by Clicking here. After
reading the documents, please use the columns in the answer form
and submit the document badk to us before 8/10/2014 10:00:00 PM
UTC.

= RFx name : Semers

A==t « RFxid: 123

» Main commaodity : Servers

= Lot#:1

= Round #:3

= End date : 810/2014 10:00:00 FM UTC

= Reguester: DE A

We are lock forward to hearing from you.

Sincarely, -

i | 5o ana cese | cione |

4. Possible attachments are listed. These include the documents attached in the RFP
Exhibits tab, as well as the quotation form (Items tab) and RFI questionnaire in
various Excel formats: select the checkbox of attachments you want to include.

5. All the invited suppliers (Suppliers tab of the Prepare RFx step) are listed. For each
supplier you wish to send the RFx, select:

= The sending mode (Email, Fax, Mail)
= See About sending modes, page 130

» The contact who will receive the invitation to bid and RFx documents
= See About supplier contacts, page 129
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The checkbox (allows to select actual recipients among the suppliers listed).

When you first send the RFx, all listed suppliers are pre-checked as
recipients. On subsequent attempts, the checkbox of suppliers you already
sent the RFx to will be unchecked.

6. Modify, if needed, the subject as well as the body of the message.
The default message body includes the following merge fields:

RFx name: {rfp_label}

RFx id: {rfp_num}

Main commodity: {rfp_family}

Lot #: {rfp_lot}

Round #: {rfp_round}

End date/Bid due date: {rfp_due_date}

Requester: {rfp_requester} (user who sends the email)

Merge fields are replaced dynamically with contextual RFx data.
7. To receive a copy of the email sent to suppliers, select the checkbox Receive a copy.
8. Click on Send. A message appears, prompting for confirmation.
9. Click OK.

If the option RFx auto opens was not selected, a second message will give you the
option to open it at the same time time it is sent: click OK to open the bidding period.
If you already sent a round for this RFx, a message appears, asking you if you want
to automatically close the preceeding round. Click OK to accept.

10. Click on Close.

© 2018 Ivalua. All rights reserved. Confidential. 128



RFx PREPARATION & LAUNCH
PREPARE RFP Step

About Supplier Contacts

Selecting Contacts and Creating New Contacts

Contacts listed for selection are the contacts with a Validated status declared in the
Supplier Record.

You can select an existing contact from the drop-down list or create a new one by clicking
the icon [EB.

Giving Access to the Supplier Portal to Contacts

You should be aware that there are 2 types of supplier contacts: Those who have an
IVALUA user account and can thus access the Supplier Portal, and those who are mere
contacts who cannot access the application. If you want suppliers to be able to view and
respond to the RFx online, the selected contact must have an IVALUA user account.

When contacts do not have access to the application, this is indicated in the parentheses
next to their names, “(no login)”.

Supplier ¥ Sending mode Contact Li |
¥ [*
OFFICE DEPOT Email ¥ . '% R ENE Daniel Ld
¥ |*
To FRAMCE TELECOM | Email ¥ . '% - Frédéric Ld
v [*
J.M. BRUMNEAL Email T Ld

.l.
x M IMBRUNEAU Contact -

v ¥
Rouette ERer Emzil ¥ + <
x M L ANDREEV I::i

You can create an IVALUA user account for them directly from the RFx Send window,
using the icons displayed before their names:

" to assign custom credentials to the contact

- A to assign auto-generated credentials to the contact and send them an
invitation to log in

You will again have an opportunity to create user accounts after you click the Send
notification to suppliers button while there are recipients without login credentials. The
system will display a message looking like this:

1 ,g Rouette Efer : ANDREEV Dimo

Here, too, the same icons allow you to assign login credentials.
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About Sending Modes

Selectable sending modes are Email, Mail and Fax. Of course, only Email will be
processed directly by the system, while the other 2 modes (Mail and Fax) will require
offline handling on your part (these modes allow you to address situations where the
contact does not have email access).

If you selected Postal Mail or Fax as your send mode, a window will appear when you
click the Send button: it lists the contacts for whom you chose these send modes and
enables you to download RFx documents, print them and send them by mail or fax.

i
5]
x

RFx Consultation Bureau

Contacts:
« 1.M. BRUNEAU Contact JMBruneau

Documents to be attached:
@5 RFQ Folder letter

Ll Download grids to Excel 2007-2010 (xlsx)
Ll Download grids to Excel 97-2003 (xls)
Ll Questionnaire to Excel 2007-2010 (xls)

g Questionnaire to Excel 97-2003 (xls)

= Documents to be reviewed by the Supplier or referenced from this Request

Attach from Project Library

Title b Type b Attachments Authorb Modified on (your local time) b Created on (your local time) b End of validity ¥  Version

¥ # Termsand RFx @ & DE 4/7/2014 3:06:23 PM 4/7/2014 3:05:18 PM
Conditions Technical >
Documents
(Approved)
¥ # Conditions RFx Bl D KD 5/18/2011 11:47:11 PM
Générales Technical —
d'Achats Documents
{Approved)

2 Result(s)

I

Modifying the RFx after you sent it
If you need to modify the RFx after you sent it and communicate the new information to
suppliers, do one of the following depending on your context:
= Re-send the RFx if none of the suppliers have validated their proposals
(same as when you send the RFx for the first time)

= Create a new round if one or more suppliers already validated their proposals
(close the current round —see p.73, then create a new round —see p.73)

Inviting More Suppliers to Bid After the RFx Was First Sent

You can add new suppliers after an RFx was originally sent whether the first suppliers
validated their response or not. To do so:
= Add the suppliers at the Gather Suppliers step (refer to GATHER SUPPLIERS
Step, page 47)
= Send the RFx to those new suppliers: By default, only the suppliers to whom
the RFx has not yet been sent will be selected as recipients in the RFx Send
window.
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VIEW RFx ACTIVITY Step

Overview

Once the RFx is out, the ball is no longer in your court until invited suppliers submit their
proposals and evaluators score questionnaire answers. The View RFx Activity step lets
you keep track of how things are going.
These is done trough two tabs:

= Bidding Follow-Up (=p.133)

= Evaluation Follow-Up (=p.135)

Bidding Follow-Up

Bidding follow-up

As suppliers access the RFx on the Supplier portal, fill in their proposal, and then submit
it, the Bidding Follow-Up tab keeps track of their activities.

LOTI1: OFFICE FURNITURE - ADE120308 (ROUND 1)

Open for bidding - Open for bidding from: To: 4/20/2018 Remaining time : 51d 10h 57min 26s

Company Name

Dunder Mifflin
Corp.

Staples Inc.

2 Resuli(s)

Emails Access -85 N.DA  Ack. Readdocs. Uplddocs Itemsquoted Questionsanswered Ini. bids Submitted bids Declined Access Comment

connection

Drovided &g 1/1 (100%) 1/5(20%) O 1+ [ ]

Provided

{

1/1 (100%) 2/922%) 1 g + o

Depending on the Advanced Options selected for the RFx, actions may be required on
your part during this step, in particular:

= To manage and approve NDAs (=p.135)
= To review and acknowledge receipt of supplier proposals (=p.140)

= To create and submit a proposal on behalf of a supplier who doesn’t have
access to the portal (=p.142)

= To block a supplier’s access to the RFx (=2p.143)

The following table explains the different columns of the follow-up table and their function:

Column Description

Company Name The table shows all the invited suppliers (to whom an RFx has been sent). You
can click on the name of the supplier to open their profile.

Emails This column indicates the number of emails sent to the suppliers by the
application (invitation to respond to the RFx).

Click on the information to open the Sent Mail window where you can view the
message (Q) and its sent status.
Access Indicates the number of times the supplier viewed the RFx.

Click on the information to view a log of who accessed the project and when.

Last connection Date of the latest connection to the RFx
N.D.A. Indicates if the supplier signed a Non-Disclosure Agreement
Ack. Indicates if supplier has acknowledged receipt of the RFx (i'f).

Hover with your mouse over the icon h'# to see the date and time of
acknowledgement.
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Column

Description

Read Docs

Uploaded Docs

Items quoted

Questions answered

Ini. bids

Submitted bids

Indicates the number of documents (attached with the RFx) opened by the
supplier.

Indicates the number of documents the supplier attached with his response.

Click on this information to view the window Documents uploaded by the
supplier from which you can view the documents.

This column shows the number of rows in the proposal that they have either
started in their response (if they haven’'t submitted yet) or that they answered in
their submitted response.

The information is shown in the following format: 2/2 (100%) | which shows
2 rows answered out of 2 total (which means they are 100% complete).

This column indicates the number of responses to the questions in the RFI
questionnaire that are either in draft or submitted. If the supplier has provided
multiple proposals, then the most recent submission is shown here.

The information is shown in the following format: 17/27 {82%) which shows
17 questions answered out of 27 total (which means they are 62% complete.

This column indicates the number of bids in draft mode. This column will only
appear if the Buyer enabled the option Buyer can access and award un-
submitted bids in the RFx Advanced Options. Click on the number in this column
to see the draft.

This column indicates the number of bids submitted by the supplier (i.e.
validated by the supplier).

If the Buyer enabled the option Buyer can bid on behalf of suppliers in the RFx
Advanced Options, the Buyer can create proposals on behalf of the supplier by
clicking on the + button (see Creating and submitting a proposal on behalf of a
Supplier, page 142). This option is not compatible whith the Sealed bid option.

Click on the number of responses in this column to open a window and examine
the different proposals submitted by the supplier for the current lot/round. By
default, the list of proposals is filtered to show those that are in progress or
validated.

From this window, you may:
= Consult the responses submitted by the supplier, see page 141
= Acknowledge receipt of the proposals, see page 141

= Shortlist or disqualify a proposal, see page 149

Declined Select the checkbox to disqualify a supplier who did not respond.
Access Allows the Sourcing Owner to block access to the RFx by the selected supplier.
. Normal Access
: Blocked Access
Notes

Two things can influence available columns:

= Advanced options selected for the current RFx (Setup tab of the Prepare RFx step)

= The fact that columns can be hidden by default (to display hidden columns, right-click anywhere in the
colum header row; this will display a contextual menu with a list of all columns; select the checkbox of
hidden columns you want to display).
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Proposal Evaluation
As supplier proposals come in with completed questionnaires, scoring forms are
automatically generated for each submitted proposal:

= The evaluators must use these forms to score the questionnaire sections they
are assigned to (= p.136)

* You can follow up the evaluations progress in the Evaluation follow-up tab
(=p.137)
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Scoring the Submitted Proposals (Evaluator Scoring)

When a supplier submits a proposal, an email is sent by the system to the assigned
evaluators. To access the scoring form, they must click the link provided in the email.

Once on the evaluation page, the evaluator can consult the supplier answers and
evaluate the proposal by completing the scoring questions.

Questionnaire Evaluation : Manufacturing equipment =728

soescors il v

on: 2018
for : Canada

Campaign : Manufacturing equipment Drop here your evaluation (in Excel format)

Evaluation for : OFFICE DEPOT o
) Click or Drag to add a file
Supplier : OFFICE DEPOT Commadity: DIR - Direct
Respondent : Bell Aaron mprovement Plans : ) Dovinlosd in Exce et (el
{13 Download in Excel 97-2003 format xis)
Documentation .
1009 Documentation 2.00
(] 100%
Can you provide complete test report with min/ max values ? 200
— Please detall your answer in a separate attachment
ANSWER
| —
- o

Artachment

SCORING .

Pre calculated score: 4
Below expectations v e

SCORING

2

ALERTS

@- You must answer all questions

Some supplier answers can be associated with scoring suggestions set up to guide the
evaluators when scoring proposals. If so, these suggestions are displayed in the Pre
calculated score field.

All scoring questions are mandatory. However, the evaluator can partially complete the
scoring form, save it and return to finalize it later. The scoring form remains editable until
the evaluator submits it.

Evaluators must proceed in the same way to score each proposal. When an evaluator
has scored all proposals, they must navigate to the Questionnaire Answers step (which
displays a side by side view of all their evaluations) and make a global comparative
review of their scorings to ensure consistency between their different proposal
evaluations. Once done, they must submit their evaluations (see page 144).

Note: The evaluators can also access the scoring form directly from the RFx:
= View RFx activity step = Evaluation Follow-up tab: allows to open the scoring forms
individually (= p.137)
=  QUESTIONNAIRE ANSWERS step (9 p.144).
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Following Up the Evaluation Progress

The Evaluation follow-up tab shows at a glance the evaluation progress.

It displays the list of the scoring forms generated by the system. For each proposal
submitted by a supplier, a scoring form is generated for each evaluator assigned to the
scoring questionnaire.

Suppliers may submit multiple proposals, and each is evaluated separately. You can
distinguish the different proposals based on the proposal name indicated in the Proposal
column. Note that if a supplier submits a proposal and then submits another one as a
replacement for the first, the replaced proposal will not be evaluated.

Evaluation follow-up

LOT1 : OFFICE FURNITURE (ROUND 1)

Supplier:

6 Result(s)

Y| Evaluator: @ Send Reminder

Questionnaire Evaluator  Supplier Proposal Progress Status Scoring Disqualified Last reminder (your local time)

w
i
I

Office furniture Bell Aaron  Dunder Mifflin Corp. Propesal#2 [ 10% Inprogress O
Office furniture Smith Adam  Dunder Mifflin Corp. Propossl % 2 [ 100% Approved  5.50

Office furniture Bell Aaron  OFFICE DEPOT % In progress 5.50

Office furniture Smith Adam OFFICE DEPOT % Approved 6

Office furniture Bell Aaron  Dunder Mifflin Corp

% Inprogress 0.50

Office furniture Smith Adam Dunder Mifflin Corp. Proposal # 1 [N 100% Approved 7

The Progress column indicates the rate of completion of the scoring questionnaire.

The Status indicates whether the evaluation has already been submitted (Approved) or
not (In progress). Remember that each evaluator must submit all their scoring forms in
one go, which is why a scoring form with a 100% completion can still be In progress.

Notice also the Disqualified column (which is read-only). If the questionnaire was
configured to disqualify proposals that score below a certain value and an evaluator
assigns such a score to the current proposal, then said proposal will automatically be
marked as disqualified by the system.

Use the Send Reminder button in the search filters area to send a reminder to late
respondents.

To communicate with evaluators using this feature, in the list of evaluations, select the
checkbox of each evaluation for which you want to send a reminder, and then click the
Send Reminder button. The date and time the reminder was sent is displayed in the Last
Reminder column.
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You can open a scoring questionnaire form by clicking the Edit icon # of a row:
=3

£ D W Questionnaire Evaluation : Office furniture

Drop here your evaluation (in Excel

Campaign : Office furniture 018
on:
Evaluation for : Dunder Mifflin Corp. for: APAC format)
R o
Supplier : Dunder Mifflin Corp. Commodity : MA - Materials U diick or Drag to add a file

Respandent : Bell Aaron

Materials
e I EE Materials 3,33 || @ Download in Excel 2007-2010 farmat (xisx)
{5 Download in Excel 97-2003 format (xls)
== Describe materials used 10,00
[ E—
Experience and Reliability Answer
| —
Attachment: (@ Document.pdf
Scoring

Far exceeds expectations ¥

Warranty and repair/replacement terms

Answer

Attachment: i@ Document.pdf

Scoring

ALERTS

@- You must answer all questions

From there, you can view the completion percentage per tab (that is per questionnaire
section).
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Managing Non-Disclosure Agreements

Principles

If you have selected the option: Suppliers must sign a Non-Disclosure Agreement when
creating the RFx (Setup tab of the Prepare RFx step, Advanced Options), the supplier
needs to submit this document prior to accessing any RFx material.

Depending on the configuration, the NDA signed by the supplier may or may not require
your approval.

= NDA approval required:

The supplier transmits the NDA and you receive a notification informing you
that your approval is required.

When approved, the supplier is informed via email that the RFx is nhow open
for access and response.

= NDA approval not required:

The supplier transmits the NDA and can immediately access the RFx to
construct a response.

Approving or Denying an NDA Signed by the Supplier

1. Select the View RFx activity step in the Sourcing Project
2. Inthe NDA column, click on the link Submitted on ...

w Lotl : Pidces métalliques (Round 1)
Open for bidding - Open for bidding from: 2/22/2014 To: 4/20/2014

Supplier Emails Access Last connection N.DLA, Ack, Resd docs.
ABB 1
AEG 1
4 4 47252014 = S o
Cow 1 1 10-44- 35 aM I*_-ul.bni‘l.'t__ on 425 3014 1..!.4:4._,5.‘!.!"1!

The window NDA Management pops up.

MDA mensgement =oe %

Non disclosure agreement :
D, pd

Decision :

Validate
Reject

Rmsson -

o
[Biseve | Seve ana ctose [ close |
¥
3. Review the document sent by the supplier. To do so:
» Click on the attached file name.
= The file is downloaded in your browser. Open to read the document or Save
to a location of your choosing.
4. Select either the option Validate or Reject. In the case of a denial, note the reason for
the decision in the comment field below.
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5. Click on the Save and Close button.

Upon saved approval, the NDA is marked as Validated which permits the supplier to
proceed with the RFx response.

Upon saved denial, the NDA is marked as Rejected which the supplier may address
by re-registering a new document.

Reviewing and Acknowledging Receipt of Supplier Proposals
Reviewing Sealed Bid Offers

Characteristics of Sealed Bids

When the option Sealed Bids is selected on the RFx Setup tab, under Advanced Options,
inbound proposals may not be opened by buyers until the date and time of RFx closure
has passed.

A lock icon indicates the state of the sealed bids.
Until bids are un-sealed, all functionalities that require direct or indirect access to
proposal content will be disabled:

= Documents uploaded by the supplier cannot be opened.

= Proposals may not be rated or qualified (shortlisting, etc.).

= The option Buyer can access non validated bids allows the supplier to see
whether proposals have are being prepared, but they may not click to see the
draft proposals.

= The Analyze RFP answers step is not accessible.

Prerequisites for Opening Sealed Bids
The round must close to allow for the Sealed Bid to be opened.

Rounds are closed automatically if the option RFx auto closure was selected.
Alternatively, you may click on the End RFx Round button to manually close the round.

Opening Sealed Bids
Once the round closes, you may open the Sealed Bids either on the Prepare RFP step,
View RFx Activity step or Analyze RFP answers step:
1. Select the lot and round in question.

2. Click on the lock icon, (5. On the Prepare RFP step, click on the Open Bids on the
action bar below.

A confirmation message pops up.

3. Click on the OK button and the lock icon will change to = to indicate that the bids
are now unsealed.
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Reviewing the Proposals Submitted by the Supplier

1. Inthe Bidding follow-up tab of the View RFx Activity step, the proposals submitted by
suppliers are enumerated in the Submitted bids column.
Note:  You may also review the proposals on the Analyze RFP answers step under the
List of proposals tab.
2. Click on the number of received offers. A window pops up listing all the submitted
proposals from that specific supplier.
3. To open a specific proposal, click on its label.
Duplicste Round b Label b Ststus b Bid progress Quest. progress ©- 0] Submission date (your local time) b Total amount Crested by b Buyer ACK Decision k
S : o I o . T I Sy
4 | @R Paper- Submitbed  2/2 [100%) 0/25 {0%) 4/25/2014 11:55:33 AM 1,260.00 EUR | FRAZER Ian ot v
A window opens in which you can review the different tabs that comprise the
proposal from the supplier.
In an RFP, if a questionnaire was included in the request, the View RFx Activity step
includes a second tab: Evaluation follow-up.
Acknowledging Receipt of a Proposal
1. Select the View RFx Activity step in the Sourcing Project.
2. Click on the number of proposals in the Submitted bids column. A window pops up
listing all the submittd proposals from that specific supplier.
Note: You may also review the proposals on the Analyze RFP answers step under the List
of proposals tab.
3. To acknowledge receipt, click on the Acknowledgement button (Buyer ACK
column).
Duplicate Round b Label b Status b Bid progress Quest. progress ¥ Submission date (your local time) b Total amount Crested by b Buyer ACK ¢ Decision b
s BB Paper -1 _:_'=_==’= Submitbed /2 [100%) /25 (0%) 4/25/2014 11:58:23 AM 1,260.00 EUR | FRAZER Ian v
— Acknowledment
A confirmation message pops up.
4. Click OK.
Duplicete Round b Label b Status b Bid progress Quest, progress S5 L] Submission date (your locel time) b Total amount Crested by b Buyer ACKF  Decision b
# B |Paper -1 Propo=al = 1 Submitted 2/2 (100%) 0/25 (0%:) 4/25/2014 11:55:23 AM 1,260.00 EUR | FRAZER lan v
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Creating and Submitting a Proposal on Behalf of a Supplier

Creating a Proposal on Behalf of a Supplier

This function allows for capture of a Supplier's proposal in the RFx process even when
the supplier cannot or will not access the portal on their own.

This function is available if the option Buyers can bid on behalf of suppliers was selected
in the Prepare RFP step, under Advanced Options (see p. 77). Note that this advanced
option cannot be used if the Sealed Bid option is selected.

1. Inthe Sourcing Project, select the step View RFP Activity.
2. In the Submitted Bids column, click on the + button to create a proposaL A
window for entering the proposal is opened.

3. If another proposal was previously created, you can copy it to ease the input of
the new proposal. To do so, click Duplicate a previous bid, and then, in the
window that pops up, click the Duplicate icon B of the relevant proposal.

4. Also, if previous offers exist for this round and this supplier, specify whether the
new proposal:

= |s an alternate proposal
= |s meant to replace an existing proposal (select proposal to be replaced)

DELL FRANCE's proposal oo x

Proposal Info

Name : proposal # 2 *

Alternate proposal
* Replace existing proposal

validity end date : E

Answer type @ Proposal #1 ¥ *

Proposal synthesis :

+ Information
Created by A DE on 6/10/2014 4:12:12 PM

[upcote 2 previous b | subi | ancelthis bid [ igsave | save and e | cose |

4

5. Enter the proposal information provided off-line by the supplier.

6. Save (note that the proposal is now saved as a draft and not yet submitted for
rating and comparison).

Attaching Documents to a Proposal Created on Behalf of a Supplier
1. Inthe proposal you are entering, go to the Proposal Exhibits tab.
2. Select the type of document, the name and the control number (if applicable)
3. Click on the Choose File button
4. Find and select the file to be attached, then click Open.
5

Click on the Attach button. Repeat setps 2-5 to add other documents if necessary.

Submitting a Proposal Created on Behalf of a Supplier
Once the proposal is finalized, it must be submitted so that it can be accounted for.
1. Open the draft proposal to be submitted.
2. Click on the Submit button. A message pops up confirming the action.

3. Click OK. This offer may not be modified now (though it can be replaced).
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Managing Accesses to the RFx

Blocking Access to the RFx

It is possible to block access to a particular supplier when his participation is no longer
necessary.

1. Inthe Answers Follow-up step, click on the icon ® of the supplier (Access Column).
A message will prompt for your confirmation
2. Click OK to block access to the supplier.

On their home page, the suplier no longer has access to that particular RFx.

~ Client Requests for Quote/Proposal b ]
¥ Filter
Type : v | Prop. status : v| RFxstatus: e
e P ; " xOpen for bidding
1 Typeb RFQF Lot#b Round#) Begin (your local time)? End (your local time)?r Ack. statust Prop. statust My bid Forum RFx statushk Remaining time
Request for Info AN, . - Open for
[-] and ot Servers 1 3 6/11/2014 12:00:00 AM  Not applicable | new & bidding
1 Result(s)
Buyer demo v8.126 @

Blocked suppliers are not notified in the case of early closure of the RFx.

Denying access to a participating supplier does not affect the number of participants in
the different indicators on the project.

© 2018 Ivalua. All rights reserved. Confidential. 143




RFx FOLLOW-UP & ANALYSIS
QUESTIONNAIRE ANSWERS Step

QUESTIONNAIRE ANSWERS Step

<9 %

Setup Project
Setup Team
Discussion Forum

Setup Currencies

Project Schedule

Setup Documents

Requirements

Gather Suppliers.

Prepare RFx

View RFx activity

Questionnaire answers

Analyze & Award

Reverse Auctions.

Synthesis

The purpose of the Questionnaire Answers step is to:

= Allow evaluators to gain a global insight on all their scorings and, if needed,
adjust them

= Submit their scoring forms
This step shows a side-by-side view of suppliers’ responses. For each supplier proposal,

this page presents two columns, one for the supplier answers to the initial questionnaire
and the second for scoring.

Sourcing process : BRPMOOOI198 - Office Furniture - adel180308 - Questionnaire answers =
&l save Submit my evaluations
Lot 1-Round 1: Office Furniture - ade180308 (Open for bidding) M
Q PROGRESS
DOCUMENT
Question Dunder Mifflin Corp. Proposal # 1+ Answers %‘;‘d;’ Mifflin Corp. Proposal #1-SCoring  g¢pies inc. Raponse N1 - Answers Staples Inc. Réponse N'1 - Scoring
. 0 Resuit(s)
Materials @ 220 0.00
escribe materials X 3
D:aj_rwl: materi i T
®= @ _Document.pdf
How do you rate the
proposed materials,
quality of 2 .
construction, and Below expectations v
stylistic look of the
furniture?
&) _Document.pdf &B]_Document.pdf
Warranty a
repair/replacement @] -Document.pdf 8] _Document.pdf
terms
repairfreplacament Meets expectations v v
e
Cost 3.00 200
Auto-calulaied Pice 3.00 2.00
Score
Experience and
P 3.00 0.00

Reliability

Evaluators can only score the sections of the questionnaire they are assigned to. Some
evaluations might have already been completed directly in the scoring form (=»p.136). If
so, in the Questionnaire Answers step evaluators can still adjust their scorings to ensure
the homogeneity of his answers across all proposals.

When done, evaluators must click Submit my evaluations so that their scorings are
taken into account in the overall score of each proposal (which is displayed in the
Proposals tab of the Analyze & Award step). The status of the submitted evaluations
changes to Approved.
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ANALYZE & AWARD Step

Overview

The Analyze & Award step allows you to conduct an in-depth analysis of supplier
responses and award contracts based on informed decision making.

This step can only be carried out once the suppliers have submitted a response to the
RFx.

Getting Familiar With the User Interface

Step Overview

Suppliers ELIALICM Contracts Catalogs Procurement Invoicing Analytics Admin Config Integration Settings

( D ﬂ' Sourcing process : BPM0OOO198 - Facilities - Furniture for offices - Palo Alto - Search -0

Setup Project Selected Round @ | Lot 1-Round 1: Facilities - furnitures for offices and plants - Mexicali (Open for bidding) ™ Q
PROGRESS

Setup Team

(VI

Scenario@): | Scenario#1 ¥ 4 [E] Currency: USD United States dollar o
abel:

Analyze RFP ansv

Discussion Forum
Type: | Action v
orde - N ¥ Advanced search
Setup Currencies Keywords ; Status: '7'0@ Manager: | DELEST Arme v
% In progress
Status: v
Project Schedule *Submized h /4 -
Initial begin : i)
Setup Documents Gal end:
B Proposals | Awarding  Price synthesis (Pivot) 0 Initial end : i
4 Q, Edit task’s details
= Requirements Suppliers Label Status  Uplddocs Bid progress Quest progress 3 Submitted on (your local time) Score Total Decision
@  Gather Suppliers Seaples Inc. ?”“ = Submirted 100% 100% [ 2732018 43359 PM 5,55 241’8‘?3 DOCUMENT
C ErmeE OFFICE Propossl® i ires 100% 100% @ 220001850814 P 473 2605000
DEPOT 1 - o usp
Login
M View RFxactivity 2 Results)
Requirement g e
— S - guide line
= Questionnaire answers # Zip Selected Documents
1 Resul(s)
®  Analyze & Award N
#  Reverse Auctions
@  Synthesis
[Page] [D] V] [C] Buyer demo v8.156 ©

e

Round selection

When the RFP contains multiple rounds, this is where you specify the round to be
displayed for analysis.

®

Scenario management / Analysis currency

This area allows you to save multiple award scenarios for comparison. It also
displays the analysis currency, which is the Reference currency set up in the SET
UP CURRENCIES step (=p.36); when the RFP permits suppliers to express their
proposals in various currencies, all financial data is converted into the analysis
currency to ensure you are comparing apples to apples.

Search filters

®

Selected filters determine the data displayed in the tabs below. They affect all tabs
in the same manner.

Tabs

The tabs contain the proposal information you want to review to make your award
decision.
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= Proposals (see p.146)
= Awarding (see p.147)
» Price synthesis (see p.148)

Proposals Tab

Proposals

Suppliers
Staples Inc.

OFFICE

DEPOT 1

2 Results)

The Proposals tab presents received proposals of the selected round, filtered by default
on the statuses In Progress and Submitted. Depending on what you want to view, it is
possible to display proposals from other rounds (by selecting the desired round in the
Selected Round filter), as well as proposals that have been replaced or canceled (Status

filter).
Label Status
Proposal #
1
Proposal #

2% Zip Selected Documents

The table below gives a description of the various columns displayed in this tab:

Upld docs  Bid progress Quest. progress Flm  Submitted on (your local time) Score

Total Decision

100% 100% 4/3/2018 43350 PM 5,55

=]
=]
x
[
e
15
[N}
o
oo
w
o
@
I

=

Field Description

Supplier Name of supplier who submitted the proposal
Label Proposal label

Status Proposal status

Upld docs Files uploaded by suppliers

Bid progress

Quest. progress

)

Submitted on (your
local time)

Total

Rating

Decision

Completion status of the pricing grid, expressed in the form:
Number of quoted items / Total number of items (percentage)
Completion status of the RFI questionnaire, expressed in the form:

Number of submitted questions / Number of sent questions (percentage submitted)
Icon for downloading proposals as a ZIP archive (see page 149)

Proposal submission date

Proposal total amount

Proposal evaluation rating (average of ratings if the proposal has received multiple
ratings)

For proposals still to be evaluated, use the link Click to rate to access the evaluation
questionnaire.

For qualifying or disqualifying proposals (see page 149)
Shortlist
@ Disqualify
! Award

In an RFx without item, the above ‘Award’ icon is the only way to award the contract.
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Awarding Tab

The Award tab is just what the name says —an area dedicated to awarding contracts to
participating suppliers.

The tab presents a price comparison per item and per supplier proposal, which you can
view either in light mode (default) or full mode.

The Overall Total table shows the best proposal and best picking price (best total price
when choosing the best offer per item).

Prior to awarding, you may need to fine-tune the price comparison and make sure you
factor in all relevant financial items by adding price adjustment items and columns
(=p.149).

At the time of awarding, you can choose among a number of approaches. You can:
= Apply a pre-defined award algorithm (=»p.152)
= Award one or more items to a single supplier (=p.153)
= Make split awards in quantity, percentage or amount (=»p.154)
= Award an RFx without item (=»p.154)

Awarding

MASS AWARD

Percentage : ¥ or Amount: USD Ongrid: ¥ | For proposal : M| Apply mass Award
Select algorithm €} : Ml Apply algorithm

Add an item Add a column | t3 Grid - full mode [RLLITSITEETERS ERE 1 v

Response

OFFICE DEPOT Proposal # 1 (USD) Staples Inc. Proposal # 1 (USD)

Iltems code  Label Qty Award | Unit price Amount Unit price Amount
111 Adjustable desks 50.00000 245.00 12,250.00 325.00 16,250.00
1_2 Chairs - Adjustable lombar support 60.00000 165.00 9.900.00 85.00 5,100.00
113 Book shelves 20.00000 143.00 2,500.00 70.00 1,400.00
11_4 Fabric Screens 18" * 60"W 50.00000 20.00 1,000.00 30.00 1,500.00
Total 26,050.00 24,250.00

4 Result(s)
Overall total

OFFICE DEPOT Proposal #1 Staples Inc. Proposal #1 Best proposal Best picking

]

Response 26,050.00 24.250.00 24,250.00 19,750.00

Total 26,050.00 24,250.00 24,250.00 19,750.00

1 Resuls)
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Price evolution >

Price Synthesis Tab

Price synthesis (Pivot)

R -1 x Supplier+ || x Proposal= || Columns~ |[#]
Coder Quyb  Reference Deliv.  Targer Award» \OFFICE DEPOT Staples Inc. Best proposal
Prices  dater  Pricer
e e B Proposal # 1 B Proposal # 1
Deliv. date > | Amount b | Unit price » | Rank b | Spread |%of | Deliv. dateh | Amount ) | Unit price b | Rank b |Spread % of
on |lowest on |lowest
lowest | bid ¥ lowest | bid ¥
 Short label + || x Label~ | [ bid » bid b
G usD usD
Rating= 473 555
Fabric Screens 18" * 60"W 14 |s0.00000 180.000412/15/201 140, 5182018 | 1,0000 20,00 000 5/31/2018 | 1,500 3000 50000 50.00 1,000.06
Book shelves 13 |2000000 1250004 5182018 | 2,000 145.00 107.14 5/31/2018 | 1,400.0 70.00 000 000 1,400.0
B Response | Chairs - Adjustable lombar support 1.2 6000000 285,000 5182018 | 9,900.0 165,00 9212 53172018 | 5,100.0 85,00 000 000 5,100.0
Adjustable desks 11 |5000000 365.00001215/2016325.000 5182018 | 12,2500 24500 o000 5/31/2018 | 16,2500 325.00 400000 3265 12,2500
Total 26,050.01 24,250.01 24,250.0¢
Total 26,050.06 24,250.01 24,250.0¢

Overall total

OFFICE DEPOT Proposal #1 Staples Inc. Proposal #1

Response
Total

1 Resuli(s)

26,050.00

26,050.00

24,250.00

24,250.00

Best proposal  Best picking

24,250.00

24,250.00

19,750.00

19,750.00

The Price Synthesis tab contains a pivot table that summarizes the financial data from
guotation grids originating from the various proposals of participating suppliers.

In this table, you can easily reorganize data to your conveniance by simply dragging and
dropping rows and columns. This ability can help you analyze the impact of various award
scenarios and help decide on which scenario is the best.

For each item, the table highlights the lowest proposal in green and highest in pink.

For more information about how to use the Price Synthesis pivot table, see page 156.
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Prior to Awarding: Fine-Tuning the Price Comparison Table

Shortlisting or Disqualifying Proposals (Proposals tab)

This is optional but can help you clear a crowded price comparison table. The choices
you make here can be modified anytime until you confirm an awarding scenario; and
even then, you retain the ability to unvalidate the awarding scenario.

1. Display the tab Proposals.

2. Inthe Decision column, select the '~ (Shortlist), @ (Disqualified) or > 4 (Award) icon.
A message prompting you to confirm appears.

3. Click OK to confirm.

Adding Price Adjustment Items (Awarding tab)

Price adjustment items enable the buyer to factor in various cost considerations such as
additional costs (transportation, import taxes, supplier switching, etc.), varying levels of
efficiency, etc.

To add a price adjustment item:
1. Click the Add an item button.

Add an item Add a column | t3 Grid - full mode TR ER=NT ERE ) v

Response

OFFICE DEPOT Proposal # 1 (UsD) Staples Prope

. P,

Items code Label Qty Award | Unit price Amount Unit price f
11_1 Adjustable desks 50.00000 245.00 12,250.00 EQS.C-Cf
11_2 Chairs - Adjustable lombar support 60.00000 165.00 0,900.00 85.00
11_3 Book shelves 20.00000 145.00 2,900.00 70.00
11_4 Fabric Screens 18" * 60"W 50.00000 20.00 1,000.00 SC-.C-Cf
iTotal 26,050.00 ,

The Item management window will pop up.

Iltem management = X

RFP Grid : | Response ¥
Type: | Price Adjustment b Order: 10
Code: |I1_5
Mame : | Commaodity :

Advanced Item Mgmt v

Parentitem : Reference Price§):
Deliv. date : "" arget Price : Group : ¥
Quy:
Unic: v
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2. Fill in the item’s attributes.

Field Description

RFx Grid When the RFx includes multiple pricing grids, use this drop-down list to
select the grid you will add the item to.

Type In the step Analyze RFP answers, only one type of item is available: the
Price adjustment type.

A Price adjustment item is a cost element that is declared internally by the
buyer and remains hidden to suppliers.

Price adjustment items are included in the total amount of the proposal.

Code Code that uniquely identifies the item

Name Item name

Order Display order of the item within its group

Commodity Purchase commodity the item is linked to

Parent item Attaching an item to a parent item allows you to break down the item into
sub-items.

Deliv. Date Desired delivery date

Qty Item quantity

Unit Iltem UOM

Reference Price Price used for comparison with incoming offers. Most commonly used are

current or budgeted prices.

Target Price Price you’re aiming as an outcome of the RFP

Group You can attach a price adjustment item to an existing group of items
(created at the time the pricing grid was designed, during the preparation
stage of the RFX).

3. Click the Save and close button.
The item is added to the grid.
4. For each proposal, enter the amount of the price adjustment item (if relevant).

The currency is linked to the proposal; thus, you must quote price adjustment items
in the same currency as the one the supplier used in their proposal (which is
displayed in the column header, next to each proposal’s label).

Response

OFFICE DEPOT Proposal # 1 (USD) Staples Proposal # 1 (USD)

Itemscode  Label Qty Award | Unit price Amount Unit price Amount
111 Adjustable desks 50.00000 245.00 12,250.00 325.00 16,250.00
11_2 Chairs - Adjustable lombar support 60.00000 165.00 0.900.00 85.00 5,100.00
113 Book shelves 20.00000 143,00 2,900.00 70.00 1,400.00
114 Fabric Screens 18" = 60"W 50.00000 20.00 1,000.00 30,00 1,500.00
1.3 Taxes 10

Total 26,050.00 24,250.00

5 Result(s)
5. Save.

The Price Synthesis table will be refreshed, and the amount of the price adjustment
item will be included in the total amount of concerned proposals.
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Adding Columns to the Price Comparison Table (Awarding tab)
Should you realize at this stage that the analysis grid is missing a column (for instance, a
calculated amount), you can add it now by following this procedure.
1. Access the Mange fields screen in one of the following ways:
= Right-click the grid’s column header and select Add a column.

» Click the Add a column button. Using this button is practical when your RFx
contains more than one pricing grid: the RFP Grid # drop down list lets you
choose the grids you wish to add the new column to.

Manage fields S x

(o ] oo

CREATE A COLUMN

2. Select the grids you wish to add the column to (if the RFP Grid # field is available)
Fill in the fields referring to their definitions on page 82.

4. Save and Close to return to the Pricing Grid and see the newly added column. Click
Save and New to clear the screen and add a new column.

w
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Downloading Proposals (Proposals tab)

You can download all or selected supplier proposals in a single structured zip archive that
includes proposals’ financial data, questionnaire response, and any file attachment.

Note: Access to this functionality requires the authorization to view prices ("rfp_price_view").

1. Display the tab Proposals.

2. Select the checkbox of proposals that you wish to download (%~ to select all
proposals), then click on the button Zip Selected Documents located below the list
of proposals.

The selected proposals are downloaded as a single ZIP file that contains a folder for each
supplier, and within it, a folder for each proposal.

All the documents that the supplier attached using the Documents tab in their proposal
are included in the archive, as well as the files linked to each item, answers to the pricing
table (Excel format), and response to the questionnaire (Excel format).

Proposals

Suppliers Label Status Upld docs  Bid progress Quest. progress | Bl | Submitted on (your local time)  Score Total Decision
OFFICE DEPOT Proposal # 1 50% W 8/17/20185:3412PM  0.00 <2009V
UsD
Dunder Mifflin Corp. Proposal # 1 100% 0w @ 81772018 5:33:30PM 000 20000

usD

2 Resul(s)

2% Zip Selected Documents

Exploring Possible Award Scenarios (Award Simulations)
Awarding is performed in the Awarding tab of the Analyze & Award step.
Depending on how you want to award, you can choose among a number of approaches.
You can:
= Apply a pre-defined award algorithm (=»p.152)
= Award one or more items to a single supplier (=2»p.153)
= Make split awards in quantity, percentage or amount (=»p.154)
= Award an RFx without item (=»p.154)

Applying a Pre-Defined Award Algorithm

The drop-down menu Select algorithm offers a number of pre-defined award scenarios:
= Best overall bid: awards all items to the supplier with the overall lowest price.

» Best spread among 2 bids: spreads the items between the 2 suppliers with the
best price.

= Best spread among 3 bids: spreads the items between the 3 suppliers with the
best price.

= Best price on each line: awards each item to the supplier with the lowest price
for that particular item.

» Bestrating: awards all items to the best rated supplier.

To apply an award algorithm, selected it from the drop-down menu, and then click the
Apply algorithm button to update the Award column.
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Awardin:

MASS AWARD

Percentage :

Select algorithm @) :

Add an item ultiple award : | No v
ead among 3 bids
Response v e on each line
ting
OFFICE DEPOT Proposal # 1 (USD) Staples Inc. Proposal # 1 (USD)
Items code Label Qty Award Unit price Amount Unit price Amount
11 Adjustable desks 50.00000 Staples Inc. Pr... 16,250.00 304.00 + 15,200.00|
122 Chairs - Adjustable lombar support 60.00000 Staples Inc. Pr... 7.200.00 95.00 + 5,700.00}
13 Book shelves 20.00000 CFFICE DEPOT P... w 700.00| 45.00 900.00
1.4 Fabric Screens 18" * 60"W 50.00000 OFFICE DEPOT P... + 1,000.00| 30.00 1,500.00
Total 25,150.00 23,300.00
4 Resulds)

)

% or Amount: USD Ongrid:

Apply algorithm

v

Best overall bid

¥ For proposal:

M| Apply mass Award

The award scenario is saved to the current scenario. For more information about

scenarios, see page 155.

Awarding One or More Items to a Single Supplier

To award an item to a supplier, click this supplier’s price offer for the item. The proposal
name is displayed in the Award column for said item.

OFFICE DEPQT Proposal # 1 (USD)

Staples Inc. Proposal # 1 (USD)

Items code Label Qty Award Unit price Amount Unit price Amount
11 Adjustable desks 50.00000 325.00 16,230.00 204.00 15,200.00
2 Chairs - Adjustable lombar support 60.00000 120.00 7,200.00 95.00 5,700.00
n3 Book shelves 20.00000 700.00 45.00 900.00
14 Fabric Screens 18" * 60"W 50.00000 OFFICE DEPOTP... + 1,000.00 30.00 1,500.00
otal 25,150.00 23,300.00
4 Resulis)
To award all items to a single supplier, click this supplier’s total price offer. The proposal
name is displayed in the Award column for all items.
OFFICE DEPOT Proposal # 1 (USD) Staples Inc. Proposal # 1 (USD)
Items code Label Qty Award Unit price Amount Unit price Amount
11 Adjustable desks 50.00000 Staples Inc. Pr. 325.00 16,250.00 304.00 + 15,200.00
2 Chairs - Adjustable lombar support 60.00000 Staples Inc. Pr. 120.00 7.200.00 95.00 + 5,700.00
n3 Book shelves 20.00000 Staples Inc. Pr. 35.00 700.00 45.00 + 900.00
14 Fabric Screens 187 * 60"W 50.00000 Staples Inc. Pr. 1,000.00 30.00 « 1,500.00
otal 25,150.00 ——III 23,300.00f
4 Resulis)

In both cases, the award scenario
about scenarios, see page 155.

is saved to the current scenario.

For more information
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Making Split Awards in Quantity, Percentage or Amount
You can make split awards either in quantity, percentage, or amount.

In the Multiple award drop-down list, select the type of split award you want to make.
Input boxes open up in the table below.

Awarding

MASS AWARD

Percentage : % or Amount: USD Ongrid: ¥ | For proposal : M| Apply mass Award
Select algorithm @ : M| Apply algorithm

Response v

OFFICE DEPOT Proposal # 1 (USD) Staples Inc. Proposal # 1 (USD)

Items code Label Qty Award Unit price Amount 9age usD Unit price Amount 9age usD
1n_ Adjustable desks 50.00000 325.00 16,251 % 304.00 15,200.00| %)
nz Chairs - Adjustable lombar support 60.00000 120.00 7,200.00 % 95.00 5,700.00| %
na3 Bock shelves 20.00000 35.00 700.00 % 45.00 900.00 1%
1.4 Fabric Screens 18" * 60"W 50.00000 20.00 1,000.00 % 30.00 1,500.00 %
Tortal 25,150.00 23,300.00

4 Result(s)
Overall total

OFFICE DEPOT Proposal #1 Staples Inc. Proposal #1 Best propesal Best picking
Response 25,150.00 23,300.00 23,300.00 22,600.00
Total 25,150.00 23,300.00 23,300.00 22,600.00

1 Result{s)

Enter the quantity/percentage/amount you want to award to selected suppliers.

Click Save. The award scenario is saved to the current scenario. For more information
about scenarios, see page 155.

Awarding an RFx Without Item

To award a proposal in an RFx without item, you will have to go the Proposals tab and
click the Award icon in the Decision column.

Propaosals
Suppliers Label Status Upld docs Bid progress Quest. progress i Submitted on (your local time) Score Total Decision
Staples Inc. Proposal#1 Submirted 100% 100% 4/3/2018 5:18:03 PM 518 = ECSES L 4
OFFICE DEPOT Proposal # 1 Submitted 100% 100% 4/3/2018 5:11:45 PM 5.18 25‘155'55
2 Result(s)

# Zip Selected Documents

To unaward, click the Award icon again.

Note

The Award icon can also be used in the context of an RFx with items. In that case, clicking this icon will:
= Award all items to the supplier whose icon you're clicking

= Undo any previous award made in the Awarding tab

= Save the new award scenario to the current scenario (For more information about scenarios, see page 155.)
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Saving Multiple Award Scenarios

When you award items to suppliers, the name of the awarded proposals will be displayed
in the Award column in the Awarding tab. The particular set of awarded proposals listed in
this column (for each awardable item) represents an award scenario and is automatically
saved under the name “Scenario #1”.

Scenario €): | Scenario #2 ¥ | 4 Currency; USD United States dollar
[Scenario#1 |
Scen #3 k ¥ Advanced search
Keywords: | | Scenario#3 ] Steus: M +~ Reset
In progress
Submirted
Awarding

MASS AWARD

Percentage : % or Amount: USDN\Dn grid : ¥ For proposal : M| Apply mass Award
Select algorithm ) : M| Ay oly algorithm
Add an item Add a column WMultiple Juard: | percentage ¥
Response v
OFFICE DEPOT Proposal # 1 (USD) Staples Inc. Propesal # 1 (USD)

Items code Label Qty Award Unit price Amount Jbage usD Unit price Amount Y%age usD

. N P—— FFICE DEPO... e nn| w16 250 00 o P - 5 o = e on
[ Adjustable desks 50.00000f aples Inc 325.00 w 16,250.00 50.00%  §,125.00 304.00 w 15,200.00 50.00 % 7,600.00
12 Chairs - Adjustable lombar support 60.00000f Staples Inc. Pr... 120.00 7,200.00 ) 95.00 v 5,700.00 100.00 % 5,700.00
13 Book shelves 20.00000) OFFICE DEPOT P... 35.00 + 700.00 100.00 % 700.00 45.00 900.00 %

4 Fabric Screens 18" * 60"W 50.00000 OFFICE DEPOT P... 20.00 + 1,000.00 100.00%  1,000.00 30.00 1,500.00 ]
Total 25,150.00 9,825.00 23,300.00 13,300.00

4 Results)

You can rename scenarios to your convenience by clicking the Edit icon # positionned to
the right of the Scenario drop-down list.

You may save multiple scenarios. To create a new scenario, click the Plus Sign [ next to
the Edit icon #, and then award items.

Keep in mind that each time you make an award, it is automatically saved to the current
scenario (except in the case of multiple/split awards, which require you to click the Save
button), thus erasing any previous award scenario. So, if you want to save a scenario
while retaining the previous, create a new scenario before awarding.

Once you have saved several scenarios, you can toggle from one scenario to another
simply by selecting the desired scenario in the Scenario drop-down list.
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Using the Pivot Table

Customizing/Resetting the Price Synthesis table

Selecting the Axes of the Pivot Table

Depending on your needs, you may choose to include more or less information in the
Price Synthesis table.

The labels of selected table axes are displayed above column and row headers.
Pivot table axes

A
|g-| = * li | * Proposal~ || cal 'II"LI
h '|Award» DELL FRANCE HEWLETT PACKARD FRANCE Best proposal
E Proposal # 1 E Proposal # 1

Mmll"‘ Amount b |Rank> |Spread on lowest bid » |%nf lowest bid b | Amount b |Rank> |Spread on lowest bid » | % of lowest bid »

i Y~ EUR EUR

Rating~ 5.58 5.22

Item 2 50.00 2 5.00 11.11 45.00 1 0.00 0.00 45.00
Item 1 30.00 1 0.00 0.00 33.00 2 3.00 10.00 30.00
Total 80.00 78.00 78.00

Available axes that are currently not displayed can be added to the table as rows or
columns, by clicking the icon [#,

Displayed axes can be deleted by clicking their Delete icon =.

For each axis, an arrow - gives you access to the list of displayable data.

| columns 1
Sort A-=Z

SortZ-= A

To display/hide data, enable/disable the

corresponding checkbox.
Columns

Amount

Rank

Spread on kowest bid
% of loweest bid

Skill

Level

00 K R K
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Rearranging Rows and Columns in the Pivot Table

You can rearrange the order and layout in rows and columns of table axes by simply

dragging and dropping dimension labels.

To do so, place your mouse cursor on the chosen dimension label; when your cursor
takes on the shape of a cross, click the label and drag it to its new location, while keeping
the mouse button pressed; drop the label on its new location by releasing the mouse

button when a blue drop area appears.

= Filter

Keywords :

simulation ¢ |

¥ Price evolution

Group : | ¥ |

v T

Add a column Add an item A

ype

L

Q search l  heoe

| Analysis currency: EUR Euro

2

Resetting the Pivot Table

|' & [a ~ = | [ Suier- | (% Proposalv [ Golumns~ | [
—/" Awardb = Proposal # 1 = Proposal # 1 N
(@ Ttem~ | + Amount |nan|n |Spread on lowest bid » |%nflnm5thidr Amount |Ran|n |Sp\
Currency~ EUR \
Rating~ 5.58

DELL FRANCE 50.00 5.00 11.11
= Item 2 | HEWLETT PACKARD FRANCE 45.00 1

Best proposal 50.00 45.00

DELL FRANCE 20.00 0,00 0,00
= Item 1 | HEWLETT PACKARD FRANCE 33.00 z

Best proposal 20.00 22.00
Total 30.00 78.00 N\

?—""—“\_//—‘

The table data will be rearranged according to the new layout of axes.

1. Click the icon Reset settings ** located in the upper left part of the table.

@[] ~ |

| ¥ Item~ | El

| * Supplier~ || * Proposal~ | | Columns~ | [+

N

Award b

DELL FRANCE HEWLETT PAC|
E Proposal # 1 E Proposal
Amount ¢ |R,ankl |Spreadnnlumtbidb |%nflnmthidb Amount ¢

A message will display, prompting you to confirm your request.
2. Click OK.

Tz EUR \
Rating~ 5.58

Item 2 50.00 5.00 11.11 45.00
Item 1 30.00 0.00 0.00 33.00
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Saving a Particular Setup of the Pivot Table in an RFx Template

Access to this functionality requires a specific authorization (auth_adm).

You have the ability to save the current table setup to the RFx template that is associated
with the current RFx type.

Any new RFx of that same type that will be created from then on will default to the table
setup in the template.

1. To save the current table setup, click the Save settings in template icon 5 located in
the upper left part of the table.

|l H-J - l‘_E_'.l_i ‘ | * Supplier= || * Proposal~ | | Columns= | EI \
' | Award ¢  DELL FRANCE HEWLETT PAC

E Proposal # 1 E Proposal
[ Ttem~ | [#] Amount b |Rank> |Spread on lowest bid » |%nf|nm-_-=thidr Amount b
Currency EUR ‘\
Rating~ 5.58
Item 2 50.00 2 5.00 11.11 45.00
Item 1 30.00 1 0.00 0.00 33.00

A message will display, prompting you to confirm your request.
2. Click OK.

Downloading the Price Synthesis in Excel Format

Click the Excel icon @1 located in the upper left part of the table.

| —] - l":ﬂ || ¥ Supplier= || * Proposal~ || Columns= | m \
: ‘|Award ¢  DELL FRANCE HEWLETT PAC

E Proposal # 1 E Proposal
[ rtem~ | [+ Amount b |Ran|n |5preadnn lowest bid b |%nflum5thidr Amount b
T EUR \
Rating~ 5 &g
Item 2 50.00 2 3.00 11.11 45.00
Item 1 30.00 1 0.00 0.00 33.00

The table will be downloaded in Excel format to your computer following the procedure
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Good to Know About the Pivot Table

Bidding Currencies

When the Sourcing Project allows multiple bidding currencies, proposals (and including
items if quotation grids are multi-currency enabled at item level) can be submitted in
various currencies. In the step Analyze RFP answers, the various bidding currencies are
converted to the reference currency using the exchange rates defined in the Setup
currencies step.

There are 3 possible cases:

= Single-currency RFx: Only one currency is accepted, and all participating
suppliers must bid using this currency.

=  Multi-currency RFx and Single-currency proposal: Each supplier chooses the
currency they will bid in among the allowed bidding currencies. The Price
Synthesis table shows the chosen currency for each proposal; the items’ unit
prices are quoted in the proposal’s currency, while all calculated amounts are
converted to the reference currency (calculation detail in tooltip).

=  Multi-currency RFx and Multi-currency proposal: Suppliers have the ability to
quote each separate proposal item in a distinct bidding currency. The Price
Synthesis table shows the chosen currency for each proposal; the items’ unit
prices are quoted in their respective currency; all calculated amounts are
converted from the item’s currency to the reference currency (calculation
detail in tooltip).

Proposals Canceled and Replaced

Invited suppliers have the ability to cancel and replace their proposals.

By default, these proposals are not displayed in the Award tab, however, this is
configurable.

Proposal Evaluation Rating

The display of proposal evaluation ratings in the Price Synthesis table is defined through
configuration (parameter: rfp_display_rating_in_awards, activé en standard).

When enabled, this parameter will display a Rating column/row with an average of
received ratings for each proposal.

85 @] 4+ = * Supplier= || ¥ Proposal~ Columns~ | [+
Award ¢ | DELL FRANCE HEWLETT PA
E Proposal # 1 E Proposal
o Amount |Rank) |Spread on lowest %0 of lowest |Amountr R
* Grid= || * Ttem~ | |+ bid » bid »
e EUR
Rating~ 5.58
Item 2 50.00 2 5.00 11.11 45.00
E Recommendation for award (Auction "Laptops") Item 1 30.00 i 0.00 0.00 332.00
Total 80.00 78.00
Total 80.00 78.00
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Best Proposal and Best Picking Indicators

The Price Synthesis table can include 2 indicators (Overall total frame): Best bid and Best
picking.

+ Overall total

Gridr DELL FRANCE Proposal # 1 HEWLETT PACKARD FRANCE Proposal # 1| Best bid Best picking
5000.00 5540.0045,940.00 5,900.00
TOTAL 6,000.00 5,940.00)5,940.00 5,900.00

1 Result(s)

The display of these indicators is defined through configuration (parameter:
rfp_display_best proposal_option).

In the standard version of the application, only the Best Bid indicator is displayed
(parameter value: best_bid).

The Best picking indictor presents the best combination of bids at item level. It applies the
following consolidation rules:

= For agiven item, blank responses are ignored (not counted as zero).

= Items created by suppliers (supplier-specific), are ignored.
Please note: The Best picking indictor will only make sense with full responses (all rows
completed). If you give suppliers the ability to create items and to leave rows unanswered
in the response grid, the Best picking may turn out to be more expensive than the Best
bid (for instance, an item row left blank in a response grid will lower the Best bid indicator,

but not the Best picking indicator). A workaround to that problem would be to ignore
partial responses (shortlisting only complete proposals).

Confirming the Final Award Scenario
Once you have selected the optimal scenario, you need to confirm it.

To confirm the current scenario, click the Confirm Award button located in the action bar,
and then click OK in the message box that is displayed.
Once the scenario is confirmed:

= Award selections will be frozen, and you will not be able to change your award
like before: the simulation will be disabled.

= An Unvalidate button becomes available.

At this stage, if you need to change the award, you first need to unvalidate the current
award by clicking the Unvalidate button (clears all award selections in the Award column)

Continuing the Negotiations

Instead of awarding the lots after issue of the the first round of RFx, the buyer (Sourcing
project owner) may choose to pursue further negations by creating another round (refer to
page 73).

When the Auction module is available and the Auction step is included in the type of the
current sourcing project, creating an Auction is another way to continue negotiations.
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REVERSE AUCTIONS Step

This section explains how to create a reverse auction from a sourcing project. For more
information on setting up the auction and its process, refer to the manual on the Auction
module.

Creating an Auction From an RFx

1. Inthe Project, select the step Auction.
2. Click on Create auction on the action bar.
The displayed window has 3 sections:
= Afield entry section allowing the user to label the new auction
= Alist of rounds/lots included in the RFx from which the auction will be created
= The list of elements you may transfer

~ Creation of an auction from an RFP

=
Name of auction : =
#Fr RFx}k Lotk Round b Begink End date b Status b
108 | Proposition d'attribution {enchire ~Ordinat=wrs portables™) | 1 F Achieved
104 | Ordfinatewrs portables 1 1 2/24/2014 Z/3002014 Open for bidding

2 Result(s)

¥ Copy the suppliers
Copy the team
¥ Copy it=m=

Crzate only on= lot {per s=lect=d RFx)

Copy documents

jcree | crsteand close | Cieoe

3. Label your Auction.

4. Select the checkbox of the round/lot from which you will create your auction. (You
can select multiple lots).

5. In the section Duplication, select the elements to be transfered from the RFx to the
auction (suppliers, team, articles, documents).

Option Description

Copy the suppliers All the suppliers specified in the Supplier step will be transfered

The suppliers transfered are determined by the relevant lots in the RFx
(Invited Suppliers tab of the RFx).

The best proposal from each supplier is defined by their Initial Bid for each
lot. The initial bid allows to detemine the Starting Bid of the suppliers. For
more information on the configuration of lots, refer to the Auctions manual.

The best proposal from each supplier is imported from the Total column in
the RFx pricing table.

Copy the team All team members selected in the Team step are added to the auction. It is
up to the sourcing project owner to attribute user profiles to the team.

The project owner will automatically be added with the profile Owner to the
auction.
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Copy items All the items for bid listed on the tab Items of the RFx step are added to the
auction. If you create an auction from different lots, all the items from those
different lots are added.

The items added to the auction are determined by the configuration of the
lots in the RFx (see below)

Create only one lot (per By default, the application only generates a single lot.

selected RFx
) The option Creating a single lot allows you to create one lot containing all

the items of the RFx selected. This option will become available if the RFx
contains more than one item.

If the auction is created from multiple lot of RFx, the application will create
one auction lot per RFx lot as the items were defined in the RFx.

Copy documents All documents listed on the tab Documents of the RFx step are added to the
auction.

By default, the documents are not assigned to any lots. It is up to the user
to make that assignment.

6. Click on Save and close.
The auction is created and is labelled in the tab Auctions.
N® b MName of auction b Lots b Start date (your local time) b End date (your local time) b Status b Bus, process b Project b Families Orgiss.

x| —|- i1 |Laptops 3| 2/27/2014 6:45:00 FM

Laptops s Laptops = IVESA

The icon # allows you to view the auction folder.
The icon *! allows you to view auction console where the auction takes place.
7. Click on Modification # of the auction to view the auction folder and complete it.

~ Auction Laptops 1LRes B Qo
General information
Bction short description - Laptops Organization(s) : <1 - VB SA
Test swction : Commedity(i=s) : 1A3 - Laplops
Status @ Closad Curr=ncy = EUR Eurs ‘:'_A::.ﬂs b etnsole
* Settings
i Project Short Description b Start dete (your local time) b Planned ending dete (your local time) b Reference price b Status b

r Ordinateur portabile Soran 157 237 3014 &:45-00 PM 273773014 7-05-00 PM Clommd

4 Not=book écran 137 2373014 6:45:00 PM Clos=d
X4 10 /372014 6:45:00 PM Clo==d
3 Result{=)

Sowrcing process :

Laptops

¥ Manage Ibems and forecasted quantities to be used in auction lots

+ ling

Fill in Ttems Delow; hit SAVE to add new lines
Part number [ Reference Name Quantity Unit
ILE i Ordinatevr portable éoran 157
1002 Notebook dcran 137
1003 Tablsti= dcran 107

x | [[ooa = [Fraizos pa - 1.00* [ =a. N - |

szt v [
5 Result{=)
Buyer demo vE. 124 & mm
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Transferring the Final Results of an Auction to a New RFx Round

When the auction comes to an end, this function enables you to pull the final auction data
to the RFx (creation of the round, supplier proposals and the award scenario according to
auction results).

Note: Only financial data will be transferred.

1. In the bidding console, click the button Create a recommendation for award
(becomes available when the auction is over).

~  Auction Laptops

it QA

Leptops (Closed)

Scurcing process : Laptops  Awclion : Leptops

g EUR Euro {EUR)

B Vimw sl bits | View spslysis [ Massage history [y Awction logs

S Starting date Planned ending date Remaining Reference Current Best Best Net Gross
= e [your local time) {your local time) Fime e price amount  bid supplier SEVingS  SEvings
rd 5 1 |Orfinat=ur portable dcran 157 | 2/27/2014 6:45:00 PM | 2/27/2014 7:05:00 PM Clos=d 460.00| HEWLETT PACKARD FRANCE
rd m 2 | Notebock écran 137 23773014 6:45:00 PM | 2/27/2014 7:05:00 PM Cloz=d 330.00| DELL FRANCE
, m 3 |Tablett= cran 107 272772014 6:45:00 PM | 2/27/2014 7:00:00 PM Clos=d
3 Rasult]x)
r . Lot 1 Lot #2 Lot #3
B [ Status  Company Name Nickneme Pessword  poypoo Bid / Proxy Bid / Proxy
P T - erance| cEENE . < 7 isaw] | 1. (Mark : 5.74/10)| 2. (Mark : 5.16/10)
@ Offline| HEWLETT PACKARD FRANCE | KEENER Stacey F35 a P Saton
Offine - - — . AdsTocd7 | 2. [Mark : 5.26/10) | 1. (Mark : 5.84/10)
L] DELL FRANCE CONTACT Dell Frarzs F7 a8 =i S
I Resuit]x)

Buyer demo vB.124 & | Create a recommendation for awand

2. Select the RFx Destination lot (lot in which a new round will be created).

| Award auction lla LA 4 |

L
Buction Iot to be swarded :  ®Ondinat=wr portable &can 157
x Not=book écran 13°
xTablztt= dcran 107

Ruound label : |F'.:::nn:r2:ti:r for award {fuction ~Laptop=s™)

RFx Diestination kot - | Ordiratsurs portaples ¥ |ﬂ-~h

Tkem b HEWLETT PACKARD FRANCE DELL FRAMCE
Mot=book dcran 137 34:_::“ 33:_;:“
Ordinateyr portable écran 157 450,000 470,000

2 Rm=ult{=)

| Creste & recammendation for sward | Creste a recommendation far mward and close m

I EEEE—————— s

© 2018 Ivalua. All rights reserved. Confidential. 165



RFx FINALIZATION
REVERSE AUCTIONS Step

3. Click the button Create a recommendation for award and close.
This action automatically triggers the following operations:

= In the Prepare RFP step, a new round is created for the selected lot. By
default, the round will be named according to the following convention:
Recommendation for award (Auction "[Auction name]").

If the option Item Level Bidding is enabled in the auction lot, there will be as
many items created in the RFx as there are items in the auction lot. If the
option is disabled, only one item will be created.

= In the step View RFP activity, one proposal will be created for each supplier
participating in the auction, with their bidding price as the proposal’s amount.

= In the step Analyze RFP answers, an award scenario named
Recommendation for award (Auction) will be created, according to which the
RFx lot will be awarded to the supplier who won the auction.

~ Sourcing process : BPM000093 - Laptops - Analyze RFP responses 1 Rea W Qe
+ Project Steps B
b Lot s : Ondinsteurs potablss (Round £/ Rzund 2/ Round 3)
= Filter
Suppier v I— V| Display only shortisted zics
| e | [~ eset |

Price synthesis (Pivot) [IESSLTEIAE T DRSS

5 S
a } Brice evolution
[¥] Add = calumn [l[F] Add an item
(@@~ = [Cx Suppiver« ) Progusa « ) [ Cotumase ) B
2 o BE- 8 o i e —
= & Proposal & Proposal
a - e () e T g ) et e g e T
o (< Grid= ) [ teem=~ ) [ Jowest bid b bid lowest bid b bid b
= e
P
Notebook écran 13" )E] 330.00 1 0.00| 0.00| 340.00| 2 10.00| 3.03| 330.00
& Recommendstion for award (Auction "Laptops”) Ordinsteur porteble éoran 157 =5 470.00) | 10.00) 217  460.00 1 0.00| 0.00) 460.00
s oo e proge s P Ao P [t ey
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SYNTHESIS Step

The Synthesis step gives you an at-a-glance view of the RFP outcome.

Understanding the Interface
The Award Bids step consists of 3 sections:

0. Award results: For each item, this table summarizes the results from the RFx in
) terms of pricing and total amount. If the reference pricing and the targeted
pricing have been entered, their comparative results will be displayed.

@, Award Overview: This table shows a global synthesis of amount and saving
N (reference / targeted / attained) for the RFx (all items).

Awarded suppliers overview: This table shows a synthesis of the amount
attributed by each supplier, allowing the user to notify the non-selected
suppliers.

B - sourcing process : BPMOD009S - Printers - Award Bids 11 Rea Y O o i

* Project Steps
~ Review Award Results and Take Action

*  Awsrd results

v
Susier LA Ry ey ey e r ] O, Sexrch [l Reset
%12t 2 - Frinters Rewnd 1
Round# ) Ttem b Awirded supplier ) Ref, smount ) Target smount ) Bid smount b Total terget sevings ) Identified sivings b Tdentified sovings / Target b
AD=teDa 1 MUTTunstizn Printer K Lazerlst Pro M1217nt HP Carpzrats Supsly 518188 2,750.00
1] sOmteDA 1 HP ENVY x2 DELL FRANCE 3 30,000.00
1 Impriman © 57 Lassrlat Fr MFP M1Z5n..
1 HP ENUY 2 11
8id smo Identified savi
21 tems
Awarded tzms anly (2/ 4)
~ Awsrded suppliers ouerview
Awsrded supplier b Round Bid » Decision  Award smount  Notification Contract
ELLF Lt 1/ Rewnd 1 30,000.00 EUR Creste/Update a contract
Réporse o1 Seiectes 4,750.00 EUR Cresste/ Update & contratt
4 Resut(s)
Buyer Gemo v8.12¢ ©

Notifying Non-Selected Suppliers

1. Select Award Bids step.

2. In the column Notification of the section Supplier synthesis, click on the link: Not
selected: to be notified

+ Awarded suppliers overview

Awarded supplier ¢ Round ¢ Bid ¢ Decision Award amount Motification

Covidien Lot 1/ Round 1 Proposal # 1 Selected 61,690.00 USD

Horizon - Austin Lot 1/ Round 1 Proposal # 1 Selected 19,280.00 USD

Horizon - Austin Lot 1/ Round 1 Copy of Proposal # 1 Mot selacted

Horizon - Austin Lot 1/ Round 1 USD Quote 16,560.00 USD

Wygon Lot 1/ Round 1 Proposal # 1 Mot selected MNon selected: to be notified
5 Result(s]

A message window appears
3. You can modify the subject and content of message
4. Click on Send.

The column Notification is updated:

Vygon Lot 1/ Round L Proposal # 1 Mot selected Not selected: Notified

You can view the sent message by clicking on the tag Non-selected: Notified.
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Sent Notification

I?‘w.ﬂu.

4247

FY

no-reply@ivalua.com

To|Mlones@test.com (Jones Mike)
cC
BCC
Errors to| no-reply@ivalua.com
Reply to| no-reply@ivalua.com
Acknowlaedged by
Send date| Tuesday, June 0ZF, 2014 3:51:18 PM
Subject| RFQ update : Not zelacted
Message

Hellz Jones Mike,

We regret to inform you that your company will not be retained as we move forward on the
following: NICU PICC Lines.

For further details, you may leg in to the portal, where further opportunities te work with us
may come up in the future.

Good luck,

DE A

This is an autematically generated e-mazil, please do not reply

Plain message
Hello Jones Mike,

We regret to inform you that your company vill not be retsined a5 we move forward on the
following: MICU PICC Lines.

For further details, you may leg in te the portal, where further cpportunities to work with us
may come up in the future.

Good luck,
DE A

Thizs iz an automatically generated e-mail, please do not reply

Initial action POST
/buyer_demao/ref/vE_120/modal.aspx/en/com/notification_send/rfp_not_selected/81:1367
modal=true

Motification point| Mot selected
Triggered by |=d= (DE &) -

/I,

Contract Creation

Creating or Updating a Contract Based on an Award Proposal
For each supplier who has been awarded items in the Analyze RFP answers step, you
can create a new contract or update an existing one in the Award Bids step.
1. Inthe Sourcing Project, select the step Award Bids step.

2. In the Awarded suppliers overview section, click the button Create/Update a
contract associated with the relevant supplier.

~ Awarded suppliers overview

Awarded supplier » Round b Bid b Decision Award amount Notification Contract

DELL FRANCE Lot 1/ Round 1 Réponse Dell Selected 56,250.00 EUR Create/Update a contract
HEWLETT PACKARD FRANCE Lot 1/ Round 1 Réponse HP lot selected ot selected: Notified

2 Result(s)

The window Create/Update a contract from a proposal will display.
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Create / Update a contract from a proposal

w Ganeral information

Aaterance code

Comtract

CaMract typs

Cantracting Party :
Cantracting Entity :

Linkad Sourcing Pracess |
Lacatian [natianal raguiations) @
Status :

Language :

Aftachments :

= RFx documants to add

w Proposal bems to add

= Grillz d2 réponse

7 Code  Group b Type code ¢ Itam b

w Teammembers to add

- Contact k Login &
# BIDE ad=
Wi |HVD mwa
W |ODu adu

# ORTHLIES Benalt bar

Proposal :

Ewisting contract
LB e contract

= Commodities Aftacted

Adpanse Da

tCantrat cadre DELL FA,

Frix Date
uniftairz »  Ivralson e

500.00|3/1072014

350.09 31372014

250.00|3/10°2014

v =
w 1A3 - Lagtans
H - Organizations Affected [Intamal)
mcl-Ivi2 SA
Dirafoad
Ll
v
Valldity statuc :
Propoace sub-foems of awarded items
Date de Rétdrence
e TEL e Ivralson souhaltés ¢ fournissour »
70.00000(Eszn 5/3072013 panl
50.00000 Each 573072013 AmaZ
5.00000| Each 5°30/2013 AAA3
1.00000 Each )

Emall &

adeTivalua.cam

miwaPhvalus.cam

oduivalus.cam

bor@rapida.cam

Proflles 3t start on RFFP Tha

Sourcing proc=ss - Jwner

Saurcing proc=ss - Cantributar

Saurcing procass - Gusst

Sgurcing process - Contributar

Profiles on armval at Contract

L
mCantract - Dwner

L
= Cantract - Contribubar

T
moantract - Guest

L

=Cantract - Contributar

0.09/3/10/2014

o, oe %

Montant ¢ Contract [ Ttam
35,000.00|CTRO00043 - 441

7,500.00| CTAO00043 - 842

-
Ef5ave | save ana cose | cose |

.V

3. In the upper part of the window, select Existing contract or New contract to indicate
whether you want proposal items to be added to an existing contract or a new one.
If you choose to add them to a new contract, you need to fill in the General
information frame.
4. Below the General information frame, the window lists the proposal items that you
may transfer to the contract by category: RFx documents, proposal documents,
proposal items and team members. By default, all available items are selected.
Deselect the items that you do not want to transfer to the contract.
Profiles assigned to contract team members transferred from the Sourcing Project
The contract creator will be added to the contract team with an Owner profile.
Other users’ profiles will be assigned according to a mapping table defined by the
Administrator.
If the user has one or more Sourcing Project profiles that are mapped with Contract profiles,
they will be assigned the mapped profiles. They will loose unmapped profiles.

If the user has no mapped profile, they will be assigned the default contract profile. If no
default prodile has been defined for contracts, the user will be added to the contract team
without any local profile.
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If there is a mapping defined between the Owner profiles of the Sourcing Project and of the
contract: since the contract owner profile can only be assigned once and is automatically

assigned to the contract creator, the Sourcing Project Owner will be assigned a Contributor
profile in the contract.
When you choose to add proposal items to an existing contract, items that have
already been added are signaled in orange.

Create / Update a contract from a proposal

= RFx documents to add

0 Aesuit]s)

+ Proposal documents to add

0 Result(s)

= Proposal tems to add

- Grille de réponss

i Coder Group e Type code s Ttem e Order =
Ordinateur

B 1001 Saguired It=m | portabls &cran |1
15

8 1002 Requinsd Tt=m ‘lk?’-tmu:-a-‘ .

# |moa3 Samired [ram la:: iette doran |

W 1002 Additianal Foss Frals d=part |4

Pric=
. 3 hr 2
= Bdjustment e 1=
SAssuts

=  Team members to add

4 Contact » Login s Emall »
& 4DE ade adeTivalua.cam
=L mwa mwafivalus. com
o'l T DU adu adullivalus. cam
o'l DR THLIER Benalt | bar bar@rapida.cam
L T. Xavier xth wth@tvalus. com
5 Results

L
Froposal i |Riponge Da ! '
® Svisting cOMTAct | |Contrat cadre DELL FA - .
NS DOMLract

Orangs: the articles [or document) alresdy addsd ta the salactad cantract

Froposs sub-fams of awandad Rems :

oté Date de Rétérance

" Unib » Ivralson souhaltée s foumilssour
70.00000(Sach 57302013 Lanl
50.00000 Each 53072013 anpl
15.00000(Eszn 573072013 Lan3

1.00000 Each LLps

Frofiles at start on RFF flle  Proflles on amival at Contract

Sourcing arooess

Sourzing arocess

Sourzing arocess

Sourcing process

Sourcing process

- L
- Jwner
mTantract - Oenner
= L
- Cantributar
miCantract - Cantributar
- L
- Gusst
mTantract - Guest
- L
- Cantributar
miCantract - Cantributar
- L
- Cantriutar

5. Click Save to create or update the contract.
For further information on contract creation, please refer to the Contracts User

Manual.

Prix Date

unitaire »  Hratsgn s Montant v Contract f Dtem

500.00{3/10/2014 35,03071.31 CTRO00043 = 1441

353.00 37137231 17, 500.00| CTROG00S3=11883
250.00{3/10/2014 3,750.00
0.00) 371072014 Q.00
Q.00

Bismve | seve sna cose | oo |
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Purchase Requisitions

Updating the Purchase Requisition the Sourcing Project Was Launched From
When a Sourcing Project was created from a purchase requisition, IVALUA allows you to
update that requisition according to the RFx’s award proposal.
1. Inthe project, select Award Bids step.

« Awarded suppliers overview

Awarded supplier »  Decision Award amount | Notification Contract Origin P.R.

American Mobile Pending « [REQO00108] Req. 4/25/2012

Apple Pending « [REQD00108] Req. 4/25/2012

2 Result(s)

The section Awarded suppliers overview shows a link to the original requisition.
2. Click on the original requisition link.
The requisition appears.

 Basket REQOD0335 - Req. 6/3/2014 (Drafted)

Purchase requisition

iIr

Requisition Name :Req. §/3/2014 i ] Requisition Number :REQ000335
Requestor 1 DE A =" PR Type 1| Purchase v
. Legal company :IVE Add alert : =)
Organization tforsm - Orsay u i
Cost center :[1030 - Research & development [...]

Project :
Internal Notes

Internal Comments Fila(s) Dalivery addrass Invoicing sddress

LI ~dd Document 69 rue de Paris Orsay ¥ [* 69 rue de Paris Orsay ¥ [*

)
T O e

8k #» Ref. [ Labelr Labeld Supplier » Quantity b Unith Unit price b 9 discounth Taxh RFx Priceb Total (taxexcl.)b Currencyb Deliv. date» Comments Link to Sourcing ¢
Office D2pot® | qreree pepoT
X | # 1 g’a”d CepY | InC ) OFFICE 50.00 Bex  33.20 30.00 USD 1,659.50 USD  7/3/2014 - Spot Bid - Paper
aper, 8 1/2' % Lol ”
1.
1 Result(s)
~ Estimated Value
Amount (tax excl.) :1,658.90USD
Amount (tax incl.) :1,659.90USD
~ Budgets
0 Result(s)
[~ tacctocotolog ] O Actions = |5 ] Gt for Approust >> ] Svesmt cio=e | o= | piste price |
The requisition line items included in the RFx indicate a unit price before RFP if it
was known, as well as the price achieved through the RFP.
Sy #b» Ref./Labelr Labelr Supplier b Quantity > Unite [Unit price b | % discount b Tax b JRFx Priceb | Total (tax excl.)» Currency Deliv. date? Comments Link to Sourcing b
Office Depot® |\ nrrier pEpOT
x| 2 1 E’E"d Cery | Inc ) OFFICE 50.00 Box  [33.20 20.00 USD 1,659.90 USD | 7/3/2014 - Spot Bid - Paper
aper, 8 1/2"x |15
EEL
1 Result(s)

~ Estimated Value
Amount (tax excl.) :1,650.90USD
Amount (tax incl.) :1,659.00 USD

3. Click on the button Update Prices.
The window Update prices after consultation appears.
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Update prices after consultation

= e x|

il Selection Itemb
Office
Depot@
Brand Copy
Paper, 8
12" »x 11",
20-Lb, 500
Sheets Per
Ream, Case
of 10
Reams

J.M.

ERLNEAU 100.00

20.00

1 Result(s)

I —

1,500.00

Supplierr Awd (%) Awd gty Awdamtr Priced Currencyb Alreadyin P.R. Updated onk

30,00 US Dollar

yes

fi5ave | seve and cose | close |

4. Select the checkbox on the row(s) of item(s) you wish to update, and click on Save

and close.

A message will prompt your confirmation to the action.

5. Click on OK.

The total amount (without tax) of the row of items is updated with the negociated

price according to the requisition.

2y #b Ref./Label) Labelr Supplier b
Office Depot®
Brznd Copy (.M.
x| O |[f|1 e R BRUNEAU 50.00 Box  30.00
per .M. BRUNEAU

11"...

Quantity} Unith Unit price} % discountl Taxh RFx Priceb

30.00 USD

Total (tax excl.) b

1,500.00

Currency ¢ Deliv. dater Comments Link to Sourcing b

s ' 7/3/2014 » Spot Bid - Paper
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